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GENERAL SERVICES
ADMINISTRATION

Federal Supply Service

Household Goods Tender of Service

AGENCY: Federal Supply Service, GSA.
ACTION: Notice of issuance of the GSA
Household Goods Tender of Service for
comment.

SUMMARY: The General Services
Administration (GSA), in compliance
with 41 U.S.C. 418b, is publishing the
GSA Household Goods Tender of
Service (HTOS) for comments. The
HTOS combines the Domestic Tender of
Service (DTOS), effective January 2,
1996 and the International Tender of
Service (ITOS), effective October 1,
1995, into a single document. It
establishes a uniform basis for
purchasing transportation, accessorial
services, and storage-in-transit for
personal effects, unaccompanied
baggage, and privately owned vehicles
of Federal civilian employees relocated
in the interest of the Government.
Agreement to abide by the provisions of
the HTOS is a prerequisite for any
carrier or household goods forwarder
that wishes to participate in GSA’s
Centralized Household Goods Traffic
Management Program (CHAMP). GSA’s
Federal customer agencies benefit from
the HTOS which leverages the
Government’s buying power to provide
agencies standardized cost effective
household goods transportation
services. All submitted comments will
be considered prior to issuance of the
HTOS. Publication of the HTOS in the
Federal Register will effectively cancel
the DTOS, the ITOS and their respective
supplements.
DATES: Please submit your comments by
February 19, 2002.
ADDRESSES: Mail comments to the
General Services Administration, Travel
and Transportation Management
Division (FBL), Washington, DC 20406,
Attn: Gorman Purdy.
FOR FURTHER INFORMATION CONTACT: Mr.
Gorman Purdy, Transportation Programs
Branch by phone at 703–305–7999 or by
e-mail at gorman.purdy@gsa.gov.

Dated: December 6, 2001.
Tauna T. Delmonico,
Director, Travel and Transportation
Management Division.
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Section 1—General

1–1. Scope of the Tender of Service
(HTOS) [old 1–1]

1–1.1. General. [old D1–1]
This HTOS is for the transportation,

accessorial services, and storage-in-
transit of the personal effects and
property of employees of civilian, non-
Department of Defense, Departments
and agencies of the United States
Government when relocating pursuant
to permanent change of station orders
between or within the continental
United States and trust territories, or
possessions of the U.S., or between or
within the continental United States
and foreign countries. (as specified in
Section 14.)

1–1.2. Services To Be Furnished

1–1.2.1. General [old D1–1]
Services to be furnished are premove

surveys; packing at origin residence; the
use of packing containers; materials
including protective pads from origin to
destination; loading; movement or
transportation of property from origin to
destination; unpacking at destination;
removal and placement of each article
in the residence, warehouse, or other
building; servicing and unservicing of
appliances including when a third party
is required to perform the service; and
storage-in-transit and delivery to the
residence.

1–1.2.2. Unaccompanied Air Baggage
[old I1.1.1]

Services as may be required in the
preparation, movement, and delivery of
unaccompanied air baggage.

1–1.2.3. Privately Owned Vehicles [old
I1.1.1]

Services as may be required in the
preparation, movement, and delivery of
privately owned vehicles.

1–1.3. DoD Tender of Service
Application [old I1.1.1]

This HTOS and its associated terms,
conditions, and rules are separate and
distinct from the DOD (MTMC) GBL and
ITGBL Tender of Service and its terms,
conditions, and rules.

1–1.4. Description of Freight [old D1–1]

1–1.4.1. Freight Included
The property to be moved under this

HTOS consists of personal effects and
property defined as household effects
(HHE) used or to be used in a dwelling
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when part of the equipment or supply
of such dwelling includes, but is not
limited to, household furnishings,
equipment and appliances, furniture,
clothing, books, and privately owned
vehicles.

1–1.4.2. Freight Excluded [old D1–1]

Excluded from the scope of this HTOS
are shipments that can be more
advantageously or economically moved
via parcel post or small package carrier;
shipments of unusual value, explosives
and other dangerous articles,
commodities in bulk, commodities
injurious or contaminating to other
freight, property which by its inherent
nature is liable to impregnate,
contaminate or otherwise cause damage
to other property or equipment, and
shipments that the Government may
elect to move in Government vehicles.
Also excluded are airplanes, mobile
homes, camper trailers, boats, birds,
pets, livestock, cordwood, building
materials, and items which cannot be
taken from or delivered to the premises
without damage to the items or the
premises. Also excluded are packing
crating services performed pursuant to a
Direct Procurement Method (DPM)
contract awarded by a federal civilian
agency.

1–2. Acceptance of the Tender of
Service (HTOS) [old D1–2]

The acceptance of the General
Services Administration (GSA) Tender
of Service (HTOS) is a prerequisite for
a Participant which wishes to be
considered for transportation of
personal property routed by civilian
executive agencies of the U.S.
Government via the Domestic
Government Bill of Lading (GBL)
method or International Through
Government Bill of Lading (ITGBL)
method. The conditions of this HTOS
are in addition to or in lieu of, as the
case may be, all service provisions of
any applicable tender or tariff under
which a shipment may be routed, except
where these conditions may be in
conflict with applicable Federal, State,
and local laws and regulations,
including for international shipments.
The acceptance of the GSA HTOS by a
Participant shall be accomplished as
specified in Section 2.

1–3. Application [old D1–3]

1–3.1. Routed Pursuant to Cost
Comparisons [old D1–3]

The terms and conditions of this
HTOS apply to firms participating in the
GSA Centralized Household Goods
Traffic Management Program-Domestic
and/or International and servicing

household goods shipments routed
pursuant to domestic or international
cost comparisons issued by GSA.

1–3.2. Routed Pursuant to Contracts [old
D1–3]

The terms and conditions of this
HTOS apply to firms participating in the
GSA Centralized Household Goods
Traffic Management Program and
servicing household goods shipments
routed pursuant to any contract
awarded to a participating carrier or to
a broker by GSA or a Federal civilian,
non-DOD, agency.

1–3.3. Use of Term Participant [old I1.3]
The term Participant shall be used

throughout this HTOS when referring to
a firm approved to participate in the
CHAMP and in order not to prejudice
the attribution of any right or
responsibility. To the extent that any
specific right or responsibility pertains
solely to a carrier, that responsibility
shall not be attributed to or expected of
an agent. To the extent that any specific
right or responsibility pertains solely to
an agent, that responsibility shall not be
attributed to or expected of a carrier. To
the extent that any right or
responsibility may be considered as
mutually shared by both carrier and
agent during the performance of a
specific move, that responsibility shall
be attributed to and expected of both the
carrier and the agent it uses. In the event
that the terms carrier or agent appear
within this HTOS, they shall be
understood to mean Participant unless it
is clear from the context that carrier or
agent is appropriate, as the case may be.

1–3.4. Mileage Determination
Highway mileage determination for

services performed in this HTOS will be
as follows: (1) Shipments between any
two locations within the contiguous
United States (i.e., the 48 States, the
District of Columbia and Alaska) apply
the mileages based on 5-digit ZIP Codes,
provided by ALK Technologies, Inc.
Version 15, as amended. Note: For
shipments to, from or within Canada,
Rand McNally mileage is used. (2)
Shipments performed outside the
contiguous United States, apply the
applicable mileage guide, book, or other
method used in that particular country
to determine mileages.

1–4. Revising HTOS Provisions and
Method of Canceling Original or Revised
Pages [old D1–4]

This Tender of Service (TOS) will be
revised by the General Services
Administration, Centralized Household
Goods Traffic Management Program
Office (6FBX) (hereinafter referred to as

PMO), 1500 East Bannister Road, Kansas
City, Missouri, 64131 through
publication of the changes on the World
Wide Web Page (http://www.kc.gsa.gov/
fsstt), or the reissuance of the document
on an ‘‘as needed’’ basis. HTOS updates
will also be included on the Interagency
Traffic Management System (ITMS) CD.

1–4.1. Page Revisions [old D1–4]
This TOS will be revised through

issuing page revisions. When there are
page revisions, cancellation of prior
pages will be effected by means of this
rule. Pages will be inserted in the
document in numerical sequence. (for
example: ‘‘FIRST REVISED PAGE 10’’
will have the effect of canceling
‘‘ORIGINAL PAGE 10’’, ‘‘SECOND
REVISED PAGE 10’’ will have the effect
of canceling ‘‘FIRST REVISED PAGE
10’’. Pages should be inserted in the
following order, as page 10 would be
followed by pages 10–A, 10–B, 10–C,
11, and 12.) Except where a specific
cancellation is shown on a revised page,
a revised page cancels any and all
uncancelled revised or original pages, or
uncancelled portions thereof, which
bears the same page number. TEXT
THAT IS CHANGED ON THE REVISED
PAGES WILL BE HIGHLIGHTED.

1–4.2. Reissuing Document [old D1–4]
Reissues of this document will be

identified by a number in numerical
sequence, before the word ‘‘Edition’’.
(For example, the first reissue of this
TOS would be designated as the
HOUSEHOLD GOODS TENDER OF
SERVICE, NOVEMBER 1, 1998
EDITION, the next would be
HOUSEHOLD GOODS TENDER OF
SERVICE, NOVEMBER 1, 1999
EDITION, etc.). Each reissue will cancel
the previous issue. When this HTOS is
reissued ONLY TEXT THAT HAS BEEN
CHANGED FROM THE PREVIOUS
ISSUE OF THE TOS WILL BE
HIGHLIGHTED.

1–4.3. Effective Date of Revisions
Unless otherwise specified on the

Web document, the effective date shall
be the date of publication on the WWW.

1–4.4. Issuance of Versions Other Than
the WWW Version

1–4.4.1. By the PMO
The issuance of versions of the HTOS,

changes thereto, or reissues thereof, on
paper or electronically, shall be at the
sole discretion of the PMO.

1–4.4.2. By Parties Other Than the PMO
Unless specifically endorsed by the

PMO in writing as part of the
publication, versions of the HTOS
issued by parties other than the PMO,
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including reprints of the WWW pages,
copies of floppy disks, or any other form
of publication, are null and void.

Section 2—Participation

2–1. General [old D2–1]

2–1.1. Transportation Services

Participation in the GSA Centralized
Household Goods Traffic Management
Program, Domestic and International, is
open to any carrier, freight forwarder,
holding authority (certificates, licenses,
or permits, as appropriate) from the U.S.
Department of Transportation (successor
to the Interstate Commerce
Commission), Federal Maritime
Commission (FMC), and/or State
regulatory authority.

2–2. Application To Participate

2–2.1. Application For Approval

2–2.1.1. General [old D2–2.]

Except as specified in 2–2.1.3 and 2–
2.1.4, below, and subject to the
restrictions set out in 2–3, below, any
firm desiring to participate in the
program must request approval during
the open approval window.

2–2.1.2. Definitions [old I2–2.1.2]

For the purposes of this section, the
following definitions apply.

2–2.1.2.1. Transportation Services

Transportation services include line
haul transportation, carrier services,
accessorial services, and storage-in-
transit (SIT) of the personal effects and
property of employees of civilian, non-
Department of Defense, Departments
and agencies of the United States
Government when relocating pursuant
to permanent change of station orders
between or within the continental
United States and offshore states, trust
territories, or possessions of the U.S, or
between or within the continental
United States and foreign countries. (as
specified in Section 14)

2–2.1.2.2. Carrier [old I2–2.1.2.1]

A person authorized by the
appropriate regulatory body (U.S.
Department of Transportation (successor
to the Interstate Commerce
Commission), Federal Maritime
Commissions, State authority, or other
authority of cognizant jurisdiction) to
engage in for-hire transportation of
household goods and personal effects as
defined in Section 1 of this HTOS.

2–2.1.2.3. Carrier Services [old I2–
2.1.2.2]

For domestic and international
household goods shipments, as
appropriate, carrier services include, but

are not limited to, providing origin
agents for the performance of premove
surveys, packing, the stuffing of
containers and liftvans, line-haul
transportation from origin to port of
debarkation, providing debarkation port
agent and broker services, providing
ocean transportation, providing
embarkation port agent and broker
services, customs clearance, inland
transportation to destination, and
providing destination agents for the
performance of storage-in-transit,
delivery, unpacking, placement of
property, and removal of debris,
containers, and liftvans.

2–2.1.2.4. Agent [old I2–2.1.2.3]

A person under contract to a carrier
for the provision of accessorial and
terminal services.

2–2.1.2.5. Agent Services [old I2–
2.1.2.4]

For domestic and international
household goods moves, as appropriate,
agent services include, but are not
limited to, providing premove surveys,
packing, crating, stuffing containers and
liftvans, local transportation within the
origin or destination locality, storage-in-
transit (SIT), delivery, unpacking,
placement of property, and removal of
debris, containers, and liftvans. An
agent’s provision of line-haul
transportation services under the terms
of the firm-agent contract and under the
operating authority of the firm is not
part of agent services.

2–2.1.3. Carriers [old I2–2.1.3]

Any carrier, hereinafter referred to as
a firm, except in those instances where
an agent is clearly intended or otherwise
indicated as ‘‘carrier,’’ desiring to
participate in the program must apply
for approval. Approval to participate in
any domestic program is not qualifying
for participation in any international
program.

2–2.1.4. Agents [old I2–2.1.4]

Based on the requirements of the
shipping Federal agency, a firm desiring
to provide agent services for a carrier
may require that Federal agency’s
approval.

2–2.1.5. Instructions for Application
Submission and Evaluation [old I2–
2.1.4.1]

Each Federal agency requiring agent
approval is responsible for the
establishment of approval application
submission requirements, approval
standards, and approval processing and
issuance.

2–2.2. Requests To Participate [old D2–
2.]

Requests to participate must be sent
to: General Services Administration,
Federal Supply Service Bureau,
Transportation Management Branch
(6FBX), 1500 East Bannister Road, Room
1076, Kansas City, MO 64131–3088,
Telephone: (816) 823–3646, Fax No.
(816) 823–3656; (hereafter referred to as
Program Management Office or PMO).

2–3. Restriction on Application for
Approval [old 2–3]

2–3.1. Previous CHAMP Participants
[old I2–3.1]

Applications for approval from
previous Participants in CHAMP,
whether terminated by GSA or
voluntarily withdrawn, are subject to
the following restrictions.

2–3.1.1. Terminated Firm [old I2–3.1.1]

Subject to the provisions of 2–4,
below, a firm terminated by GSA may
reapply in the approval cycle after the
first anniversary of the firm’s
termination from the program.

2–3.1.2. Withdrawn Firm [old I2–3.1.2]

Subject to the provisions of 2–4,
below, a firm that has voluntarily
withdrawn from the program may
reapply in the next approval cycle
following the firm’s withdrawal from
the program.

2–4. Application [old 2–4]

2–4.1. General [old D2–3. & I2–4.1]

When submitting an application for
approval, a firm must submit an
application in its own name for
approval as a Participant. A firm that on
its own behalf or on behalf of an agent
(a) falsifies, conceals, or covers up by
any trick, scheme, or device a material
fact; (b) makes any false, fictitious or
fraudulent statements or
representations; or (c) makes or uses any
false writing or document knowing the
same to contain any false, fictitious or
fraudulent statement or entry on any
part of the application or on any
document furnished pursuant to this
HTOS is punishable by fines,
imprisonment, or both (U.S. Code, Title
18, Section 1001). In order to be
considered for approval, the following
requirements must be met by either the
firm or the designated agent, as
specified.

2–4.2. Agreement To Abide by the
HTOS [old D2–3. & I2–4.2]

2–4.2.1. Firm [old D2–3 & I2–4.2.1]

The applicant must agree to abide by
the terms and conditions of the CHAMP
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HTOS. If applicant is applying for both
Domestic & International Programs, only
one Agreement To Abide By The HTOS
must be completed and signed.

2–4.2.2. Agent [old I2–4.2.2]

The applicant firm must certify that
each agent it will use has agreed to
abide by the terms and conditions of the
CHAMP HTOS.

2–4.3. Operating Authority [old I2–4.3]

2–4.3.1. Firm [old I2–4.3.1]

The applicant firm must hold all
necessary operating authorities, permits,
and business licenses issued in its
name, from appropriate regulatory
bodies, for the transportation of
personal property and will provide
copies of each authority, permit, or
business license to the PMO upon
demand, or that it is exempt from such
regulatory certification by operation of
law or order of an appropriate
regulatory body and, in addition to tariff
and legal requirements, agrees to the
provisions of this HTOS. The firm must
also meet any applicable ownership
requirement established by law for the
type of carriage of goods in which it
engages.

2–4.3.2. Agent [old 2–4.3.2]

2–4.3.2.1. Business Licenses [old I2–
4.3.2.1]

The applicant firm must certify that
each agent it will use holds all
necessary operating authorities, permits,
business licenses, issued in its name,
from appropriate regulatory bodies, for
the provision of agent services as
defined in this section and will provide
copies of each authority, permit, or
business license, to the PMO upon
demand, or that it is exempt from such
regulatory certification by operation of
law or order of an appropriate
regulatory body and, in addition to tariff
and legal requirements, agrees to the
provisions of this HTOS. The agent
must also meet any applicable
ownership requirement established by
law for the type of services in which it
engages.

2–4.3.2.2. Carrier-Agent Agreement [old
I2–4.3.2.2]

The applicant carrier must certify that
each agent it will use to provide agent
services is at the time of application or
will be at the time of use party to a valid
written agency agreement between itself
and the applicant carrier. The agreement
must, at a minimum, contain the
language set out in Section 8 [Agency
Agreements], set out the terms and
conditions of the agent’s representation
of the carrier, the services to be

provided, the terms and method of
payment for services rendered, the
quality control standards expected by
the firm and the method of quality
measurement, and the terms under
which the agreement may be
terminated.

2–4.4. SCAC (Standard Carrier Alpha
Code) Designation [old D2–3. & I2–4.4]

An applicant firm must have a valid
SCAC as issued by the National Motor
Freight Association, Washington, DC.
An applicant’s request will not be
processed without the SCAC.

2–4.5. Trading Partner Agreement
The applicant firm must complete and

sign the Trading Partner Agreement and
send it back in hard copy with all other
required documentation. If applying for
both the Domestic and International
Programs, you need only to complete
one TPA. An applicant’s request will
not be processed without the Trading
Partner Agreement.

2–4.6. Cargo Insurance [old D2–3 & I2–
4.5]

The applicant shall maintain cargo
liability insurance during the term of
this agreement at a minimum, in the
amount of $65,000 for any one shipment
per vehicle and $150,000 for any one
disaster causing loss or damage to the
contents of two or more shipments per
vehicle or property otherwise located.
The insurance policy must not contain
any provision excluding liability for loss
and/or damage for which the firm is
responsible under the terms of this
HTOS.

2–4.7. Provision of Bond. International
Only [old I2–4.6]

In the event the applicant carrier is
applying for approval to handle
international shipments, the carrier
shall maintain a performance bond
during the term of this agreement (to be
renewed on the approval anniversary of
each following year) during the term of
this agreement at a minimum in the
amount of $75,000 or 2.5%, whichever
is greater, of the firm’s (principal) gross
annual revenue derived from CHAMP
ITGBL shipments the preceding
calendar year executed by a surety
appearing on the list contained in the
Department of Treasury Circular 570,
‘‘Surety Companies Acceptable on
Federal Bonds.’’

2–4.8. Experience

2–4.8.1. Firm [old D2–3 & I2–4.7.1]
The applicant shall have and

maintain operations consistent with
standard industry practices and this
HTOS such that an acceptable level of

service has been and will continue to be
provided.

2–4.8.2. Agent

2–4.8.2.1. Carrier

The applicant carrier must certify that
each agent it will use has and maintains
operations consistent with standard
industry practices and this HTOS such
that an acceptable level of service has
been and will continue to be provided.

2–4.9. Quality Control Program [old 2–
4.8]

2–4.9.1. Firm [old I2–4.8.1]

The applicant must have a published
corporate quality control system which
will provide total visibility of all facets
of the CHAMP and ensures that the
service provided is equal to or greater
than the standards of service established
by this HTOS.

2–4.9.2. Agent [old I2–4.8.2]

2–4.9.2.1. Carrier

The applicant carrier must certify that
each agent it will use has a published
corporate quality control system which
will provide total visibility of all facets
of the CHAMP, and ensure that the
service provided is equal to or greater
than the standards of service established
by this HTOS.

2–4.10. Financial Responsibility

2–4.10.1. Firm [old D2–3. & I2–4.9.1]

The applicant must demonstrate its
financial responsibility, working capital,
and other financial, technical, and
management resources to perform.

2–4.11. Agent Facilities [old I2–4.10]

Applicant carrier agents must have
the following: (a) 2,000 cubic feet of
storage space available for the use of the
applicant carrier (b) two vehicles, one of
which must be a weather tight van of at
least 1,000 cubic feet capacity and one
open bed vehicle with a minimum
length of 16 feet each; and (c) one
mobile lifting device with a minimum
lifting capacity of 4,000 pounds.

2–4.12. Previously Approved Firms [old
I2–4.11]

Firms, whether terminated by GSA or
voluntarily withdrawn, reapplying for
approval must have the support of
former federal civilian, non-DOD,
customers.

2–5. Submission Requirements [old 2–5]

2–5.1. General [old I2–5.1]

The request for approval is subject to
the requirements set forth below. Unless
otherwise provided, the term applicant
shall mean the applicant carrier.
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2–5.2. Waiver Of Submission
Requirements [old I2–5.2]

In the event an applicant has been
formally registered as compliant with
the International Organization for
Standardization Standard 9000 or one of
the standards within the 9000 series
(referred to hereafter as ISO 9000) by an
internationally recognized ISO 9000
registrar, GSA reserves the right to
waive any or all approval requirements
pertaining to qualitystandards.

2–5.3. ISO 9000 Registration [old I2–
5.3.1]

A certified true copy of the certificate
of conformity.

2–5.4. HTOS Certification [old D2–3 &
I2–5.3.2]

An original signed copy of the HTOS
Certification Sheet (included in Section
15 of this HTOS), entitled Request to
Participate and Agreement to Abide by
the Terms and Conditions of the General
Service Administration’s Centralized
Household Goods Traffic Management
Program.

2–5.5. SCAC Designation [old D2–3 &
I2–5.3.3]

The applicant must submit a copy of
the letter from the National Motor
Freight Association, Washington, DC,
assigning that firm a SCAC.

2–5.6. Applicant Information [old I2–
5.3.4]

Information concerning the applicant,
such as name, postal address, electronic
mail address, telephone and facsimile
numbers, corporate office, operating
authorities, and other carriers with
which the applicant does business. The
applicant will indicate whether or not it
is under the financial or administrative
control of any other household effects
carrier or forwarder, and state the name
of the carrier, or forwarder controlling
the applicant. The applicant will
provide a list of household effects
carrier(s), and/or forwarder(s) which are
under its common financial or
administrative control.

2–5.7. Business Statistics [old D2–3. &
I2.5.3.5.]

Information concerning the
applicant’s household goods
transportation business, including, but
not limited to shipments booked,
shipments serviced, and claims.

2–5.8. Scope Of Operation [old D2–3 &
I2–5.3.6]

Information concerning the
applicant’s proposed and actual scopes
of operation. For its actual scope of
operation, the applicant will also

provide the actual number of shipments
handled between each serviced service-
area pair during the past five years.

2–5.9. Financial Information [old D2–3
& I2–5.3.7]

The applicant must submit such
financial information as is required by
the instructions. If requested by GSA
during the conduct of the initial
financial review, the applicant must
provide any additional or supplemental
financial information. If considered
necessary to assure satisfactory
performance and avoidance of firm/
forwarder financial problems, GSA
reserves the right to request any of the
following, individually or in
combination: (1) Company certified
financial statements; (2) CPA review
(including footnotes) of financial
statements; and (3) CPA audit and
opinion (including footnotes) of
financial statements.

2–5.10. Additional Information [old D2–
3. & I2–5.3.8]

Except as otherwise provided in the
HTOS, GSA reserves the right to request
additional or supplemental information
when that contained in the application
is insufficient for a proper evaluation.
Unless requested by GSA, additional or
supplemental information will not be
accepted.

2–5.11. Firm Processes And Process
Controls [old D2–3. & I2–5.4.1]

A questionnaire dealing with various
aspects of the applicant’s processes and
process controls, such as booking and
registration, tracing, claims
adjudication, SIT warehouse selection,
and quality control.

2–5.12. Quality Control Program

2–5.12.1. General [old I2–5.4.2.1]

The applicant will furnish
information regarding its published
internal quality control program
covering the functions of traffic
management (routing, tracing, and
billing), packing/packaging/
containerization, employee training,
supervision, and, if appropriate, agent
supervision and include quality goals
and objectives with measurable
performance standards, measurement
techniques, and actions based on those
standards.

2–5.12.2. Carrier-Agent Interface [old
I2.5.4.2.2]

The applicant will furnish
information on how its quality control
program is applied to its agents and how
it is monitored. In addition, the
applicant will describe how its program

relates to and reinforces the quality
control program of its agents.

2–5.13. Corporate Account Trends [old
D2–3. & I2–5.4.3]

The applicant will provide
information concerning its corporate
account activity during the preceding
five calendar years.

2–5.14. HTOS Questionnaire [old D2–3.
& I2–5.4.4]

A questionnaire designed to
familiarize the applicant with the
requirements of the HTOS. GSA
reserves the right to require that the
HTOS Questionnaire be recompleted
when the applicant has failed to
complete a substantial number of the
questions correctly.

2–5.15. Performance Bond—
International Only [old I2–5.4.6]

An original written statement from
the surety company indicating that it
will provide, using the format set out in
the approval package and at the request
of the applicant, the required
performance bond to the PMO no later
than the due date for the filing of rates
in the Filing Cycle in which the
applicant first files rates. In the event
the performance bond is not submitted
as specified or does not meet the
requirements for the performance bond,
the applicant’s rate filing will be
handled in accordance with the Request
for Offers provisions regarding non-rate
related deficiencies.

2–5.16. Federal Support [old I2–5.4.7]
In the event the application is from a

firm covered by 2–4.12, above, the
approval application must be supported
by statements from all federal agencies
that had previously used that firm for
household goods transportation
services. The statements of support
must be in the form and format
specified by GSA.

2–6. Evaluation [old I2–6]
The request for approval will be

evaluated in accordance with the
criteria set forth below. As used in the
following, the term ‘‘applicant’’ shall
include both the firm and its sponsored
agents, unless otherwise provided.

2–6.1. ISO 9000 Registration [old I2–
6.1.1]

Each submitted certification will be
reviewed to determine its legitimacy
and applicability, and that the required
periodic audits have been performed.

2–6.2. HTOS Certification [old D2–3. &
I2–6.1.2]

The certification will be reviewed to
determine that the applicant has agreed
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to abide by the Terms and Conditions of
the General Services Administration’s
Centralized Household Goods Traffic
Management Program.

2–6.3. SCAC Designation [old D2–3. &
I2–6.1.3]

GSA will verify that the National
Motor Freight Association, Washington,
DC, has issued the SCAC.

2–6.4. Business Statistics, Scope of
Operations, Applicant Operations and
Processes and Facilities [old D2–3. & I2–
6.1.4]

GSA will evaluate the applicant’s
responses in terms of whether the
applicant has demonstrated actual and
potential ability to perform in
accordance with the HTOS,
performance consistent with that of
applicant’s already participating in the
program, and performance that will
meet the levels of quality expected of
approved Participants.

2–6.5. Financial Information [old D2–3.
& I2–6.1.5]

GSA will evaluate this information to
determine whether the applicant has
sufficient financial capacity to provide
service.

2–6.6. Firm Processes and Process
Controls [old D2–3. & I2–6.2.1]

GSA will evaluate the applicant’s
responses in terms of whether the
applicant has demonstrated actual
potential ability to perform in
accordance with HTOS, performance
consistent with that of firms or agents,
as appropriate, already participating in
the program, and performance that will
meet the levels of quality expected of
approved program Participants.

2–6.7. Quality Control Program [old I2–
6.2.2]

GSA will determine whether the
applicant’s internal quality control
program has been formally published,
contains quality goals and objectives
with measurable performance standards,
measurement techniques, and actions
based on those standards, and is
sufficient to ensure that the applicant’s
operations, employees, and agents, if
appropriate, are familiar with and will
be held accountable for the achievement
of the program’s goals and objectives.
GSA will also determine that the
interface of quality control programs
between the applicant firm and each of
its designated agents is such that the
quality goals and objectives and the
performance standards are relatively
consistent and will result in a unified
approach to the quality of service
delivery.

2–6.8. Corporate Account Trends [old
D2–3. & I2–6.2.3]

GSA will determine how well the
applicant has managed and handled its
corporate account businesses.

2–6.9. HTOS Questionnaire [old D2–3 &
I2–6.2.4]

GSA will evaluate the responses to
the questionnaire in terms of whether
the applicant has an understanding of
the HTOS sufficient to performance that
will meet the levels of quality expected
of approved program Participants.

2–6.10. Certificate of Insurance [old D2–
3 & I2–6.2.5]

Upon receipt of the vendor
certification statement of cargo liability
insurance from the carrier, and in
accordance with the instructions listed
in the RFO, GSA will verify the primary
underwriter of the cargo insurance
policy is licensed by the appropriate
regulatory authority. The insurance
must also provide for notice of
termination or cancellation be provided
thirty (30) days prior thereto to the
PMO. (SATISFACTORY/
UNSATISFACTORY).

2–6.11. Performance Bond.—
International Only [old I2–6.2.6]

Upon receipt of the performance bond
from the surety, GSA will verify that the
surety company executing the bond
appears on the list contained in the
Department of Treasury Circular 570,
‘‘Surety Companies Acceptable on
Federal Bonds,’’ and that the sum of the
bond is correct. (Acceptable/
Unacceptable).

2–6.12. Federal Support [old I2–6.2.7]
In the event the application is from a

firm covered by 2–3.1, above, GSA will
evaluate the federal support for the
applicant to determine whether the
applicant’s recommencement of
operations or its initiation of operations
is supported by at least 75% of its
former federal, non-DOD customers.

2–7. Approval [old D2–4. & I2–7]
A firm will be approved when the

evaluation results in a determination
that the applicant possesses sufficient
qualifications, experience, facilities,
quality control processes, and financial
capacity.

2–8. Approval Limitation. [old D2–5 &
I2–8]

2–8.1. General [old D2–5. & I2–8.1]
The approval of a firm shall include

a limitation on the scope of that firm’s
operations within the program. The
limitation shall be determined in
accordance with the following criteria.

2–8.2. New Participants [old D2–5 & I2–
8.2]

2–8.2.1. Transportation Services

Except as provided in Paragraphs
2.8.3 and 2.8.4 below, new firms are
those applicants approved as
Participants during a specific approval
window. The designation ‘‘new’’ shall
apply until November of the calendar
year following the year in which
approval was granted (for example, an
applicant approved in 1997 shall be
considered a new firm until November,
1998). GSA will limit the new
Participant’s scope of operation to that
consistent with the applicant’s
experience, resources, quality control
processes, and financial responsibility.

2–8.3. Applicants Whose Approval Has
Been Terminated [old D2–5 & I2–8.3]

For those applicants whose approval
as a firm has been terminated by GSA
and have subsequently reapplied as a
firm, the applicant’s scope of operation
will not exceed that previously
approved, unless GSA determines that a
lesser scope is consistent with the
applicant’s experience, resources,
quality control processes, financial
responsibility, and prior performance in
the program.

2–8.4. Applicants Which Have
Voluntarily Withdrawn [old D2–5 & I2–
8.4]

For those firm applicants which have
voluntarily withdrawn from the
program and reapplied as firms, the
applicant’s scope of operation will not
exceed that previously approved, unless
GSA determines that a lesser scope is
consistent with the applicant’s
experience, resources, quality control
processes, financial responsibility, and
prior performance in the program.

2–8.5. Scope Of Operation Adjustments
[old D2–5. & I2–8.5]

For other than new firm Participants,
the approved scope of operation will be
adjusted based on customer satisfaction
with the firm’s performance within its
assigned scope of operation as indicated
by the Customer Satisfaction Index
effective on November 1 of the year of
adjustment. The adjustment shall be
calculated in accordance with the
following.

2–8.5.1. Adjustment When the Customer
Satisfaction Index (CSI) Is Greater Than
105 [old D2–5 & I2–8.5.1]

A CSI greater than 105.00 indicates
better than average customer
satisfaction. A firm with a CSI greater
than 105.00 may increase its scope of
operation by an amount equal to the
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difference between its CSI and 100.00.
For example, a CSI of 109.83 would
permit a 9.83% increase in the number
of service area pairs (SAP) in the
approved scope of operation, as
demonstrated by the following
computations:
Program Average = 100.00
CSI = 109.83
# of SAPs approved = 3
Step 1: 109.83¥100.00 = 9.83 (move the

decimal two places to the left of the
decimal position—example: change
109.83 to .0983)

Step 2: 3 × .0983 = .29 or an increase
of 1 SAP
Note: Round all percentages relating to the

number of SAP’s to the next greater whole
number—For example, .29 to 1.

2–8.5.2. Adjustment When the Customer
Satisfaction Index (CSI) Is Between 95
and 105 [old D2–5. & I2–8.5.2]

A CSI between 95.00 and 105.00
indicates average customer satisfaction.
A firm with a CSI between 95.00 and
105.00 may not change its scope of
operation.

2–8.5.3. Adjustment When the Customer
Satisfaction Index (CSI) Is Less Than 95
[old D2–5. & I2–8.5.3]

A firm with a CSI less than 95.00
must decrease its scope of operation by
an amount equal to the difference
between its CSI and 100.00.

2–8.5.4. Reduction of a Multi-Service
Area Pair Scope (Old D2–5. & I2–8.5.3.1)

When a firm has a multi-service area
scope, the firm will be required to
reduce its scope of operation by an
amount equal to the difference between
its CSI and 100.00. For example, a CSI
of 88.23 would require an 11.77%
decrease in the number of service area
pairs (SAP) in the approved scope of
operation, as demonstrated by the
following computations:
Program Average = 100.00
CSI = 88.23
# of SAPs approved = 115
Step 1: 100.0¥88.23 = 11.77% (move

decimal two places to the left for
calculation purposes in step 2).

Step 2: 115 × .1177 = 13.54 or decrease
of 14 SAP’s.
Note: Round all percentages relating to the

number of SAP’s to the next greater whole
number—For example, round 13.54 to 14.

2–8.5.4.1. Reduction of a Single Service
Area Pair Scope [old D2–5. & I2–8.5.3.2]

When a firm’s CSI is less than 95.00
and the firm’s scope of operation must
be reduced as provided in 2-8.5.3,
above, and when the resultant scope of
operation would be zero (0) service area

pairs or service areas, as the case may
be, the scope will not be changed for the
filing cycle during which the Customer
Satisfaction Index will be effective,
subject to the provisions of 2–8.5.6,
Adjustment, when the firm is
unindexed.

2–8.5.5. Adjustment When There Is No
CSI [old D2–5. & I2–8.5.4]

The lack of a CSI indicates that GSA has
been unable to establish the quality of
the firm’s performance. An unindexed
firm may not change its scope of
operation.

2–8.5.6. Adjustments Based on Factors
Other Than the Customer Satisfaction
Index [old D2–5. & I2–8.5.5]

For firms other than new that have
filed rates since their approval, the
approved scope of operation under the
circumstances and in accordance with
the provisions described below may be
adjusted upon written request by the
firm. Any approved adjustment will be
effective as determined by GSA.

2–8.5.6.1. Adjustment Based on an
Increase in Operating Authority [old
D2–5. & I2–8.5.5.1]

If subsequent to a firm’s approval and
the assignment of or any adjustment to
a scope of operation, a firm’s operating
authority increases, no adjustment in
the assigned scope of operation will be
made unless the firm’s current
published Customer Satisfaction Index
is greater than 105.00; provided,
however, that GSA reserves the right to
require the firm to submit current
information in accordance with the
requirements set out in 2–5 above, and
to increase, decrease, or not change the
firm’s scope of operation based on the
evaluation of that information.

2–8.5.6.2. Adjustment Due to Mergers
and Acquisition [old D2–5. & I2–8.5.5.2]

If subsequent to a firm’s approval and
the assignment of or any adjustment to
a scope of operation, a firm’s operating
authority increases because of a merger
and/or acquisition, no adjustment in the
assigned scope of operation will be
made unless the firm’s current
published Customer Satisfaction Index
is greater than 105.00; provided,
however, that GSA reserves the right to
require the firm to submit current
information in accordance with the
requirements set out in 2–5 above, and
to increase, decrease, or not change the
firm’s scope of operation based on the
evaluation of that information.

2–8.5.6.3. Adjustments Based on
Reorganization Plans [old D2–5. & I2–
8.5.5.3]

If subsequent to a firm’s approval and
the assignment of or any adjustment to
a scope of operation, a firm’s plan for
reorganization is approved under the
laws of the United States, GSA will
require the submission of current
information in accordance with the
requirements set out in 2–5 above, and
increase, decrease, or not change the
firm’s scope of operation based on the
evaluation of that information.

2–8.5.6.4. Adjustment Based on
Financial Capacity [old D2–5. & I2-
8.5.5.4]

Subsequent to a firm’s approval and
the assignment of or any adjustment to
a scope of operation, GSA reserves the
right to require a firm to submit current
financial information and increase,
decrease, or not change the firm’s scope
of operation based on the evaluation of
that information.

2–8.5.6.5. Adjustment Based on
Redesignation of Principal Operating
Company [old D2–5. & I2–8.5.5.5]

Subsequent to a firm’s approval and
the assignment of or any adjustment to
the scope of operation, the scope of
operation will not be adjusted due to the
redesignation of the principal operating
company (POC) by the parent company.

2–8.5.6.6. Adjustment Based on Firm
Name Change [old D2–5. & I2–8.5.5.6]

An approved firm may change its
name upon submission of a copy of its
approval by the U.S. Department of
Transportation (successor to the
Interstate Commerce Commission), or
appropriate regulatory authority to the
PMO. Such documentation must clearly
demonstrate a change of name as can be
determined by the PMO. No
adjustments in the assigned scope of
operation will be made; provided,
however, that GSA reserves the right to
require the firm to submit current
information in accordance with the
requirements set out in 2–5 above, and
to increase, decrease, or not change the
firm’s scope of operation based on the
evaluation of that information.

2–8.5.6.7. Adjustment When More Than
One of the Factors Cited in 2–8.5.6.1
Through 2–8.5.6.6 Applies [old D2–5. &
I2–8.5.5.7]

When more than one of the factors
cited in 2–8.5.6.1 through 2–8.5.6.6
applies (for example, an approved
reorganization coupled with a name
change), GSA reserves the right to
determine the factor under the terms of
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which any adjustment action will be
taken.

2–8.5.7. Restructuring of Scope of
Operation [old D2–5. & I2–8.5.6]

2–8.5.7.1. Restructuring Under the
Provisions of 2–8.5.9.3 [old D2–5. & I2–
8.5.6.1]

Upon approval of a reorganization
plan by the cognizant Bankruptcy Court
of the United States, a firm is required
to submit a plan for restructuring of its
scope of operation and the information
required in 2–5, above.

2–8.5.7.2. Restructuring Based on
Changes in Traffic Patterns [old D–2.5 &
I2–8.5.6.2]

Over a period of time and for various
reasons, a firm’s predominant, long-term
traffic patterns may change. Such
changes may result in the approved
scope of operation no longer matching
the traffic patterns of the firm.
Accordingly and notwithstanding any of
the provisions set out in 2.8.5, above, a
firm may request in writing a
restructuring of its scope of operation.

2–8.5.7.2.1. Time of Request [old D2–5.
& I2–8.5.6.2.1]

No earlier than five (5) years after the
year in which the firm was approved to
participate in the program and in five
(5) year increments thereafter, a firm
may request a review of its scope of
operations; for example, a firm
approved in calendar year 1989 may
request a review of its scope of
operation in calendar year 1994 and
thereafter in calendar years 1999, 2004,
and so on). [See Section 5, Restructuring
of Scope of Operations.]

2–8.5.7.2.2. Procedure [old D2–5. & I2–
8.5.6.2.2]

When a firm has determined that it
wants to exercise its rights to request a
restructuring, the firm shall notify the
PMO in writing of its intent to file a
request for restructuring under the terms
of this HTOS. Upon receipt of such
notice, the PMO shall transmit to the
firm the instructions for the submission
of its requests. The firm must then file
the formal request in the anniversary
year. Formal request, as opposed to the
notice of intent to request, received by
GSA prior to or after the anniversary
year will be rejected.

2–8.5.7.2.3. General Content of
Instructions [old D2–5. & I2–8.5.6.2.3]

Generally, the firm will be required to
submit the information identified in 2–
5 together with sufficient traffic flow
statistics and such other information as
may be needed to support a conclusion
that a substantial, long term change in

traffic patterns different from the
approved scope of operation has
occurred.

2–8.5.7.2.4. Action On The Request [old
D2–5. & I2–8.5.6.2.4]

GSA reserves the right to restructure,
decrease, or not change the firm’s scope
of operation based on the evaluation of
that information.

2–8.5.7.3. Needs Of The Program [old
D2–5. & I2–8.5.6.3]

GSA reserves the right to increase or
restructure a firm’s scope of operation
without regard to the firm’s Customer
Satisfaction Index when the needs of the
program require such increase or
restructuring.

2–9. Rejection Of Application To
Participate [old D2–6. & I2–9]

2–9.1. Timeliness [old D2–6. & I2–9.1]

An applicant’s failure to file by the
respective due dates will result in the
rejection of its application.

2–9.2. Reserved For Future Use [old I2–
9.2]

This Subparagraph reserved for future
use.

2–9.3. Financial Responsibility [old D2–
6. & I2–9.3]

An applicant not meeting the
financial qualification standards will
not be approved.

2–9.4. Business And Operational
Responsibility [old D2–6. & I2–9.4]

An applicant not meeting the business
and operational responsibility standards
such that a scope of operation cannot be
established will not be approved.

2–10. Continued Participation [old D2–
7. & I2–10]

2–10.1. General [old D2–7. & I2–10.1]

Once an applicant has been approved
to participate, continued participation
depends upon (1) The Participant
showing a willingness and ability to
meet the transportation requirements of
the United States Government and the
HTOS; and (2) the Participant’s
maintenance of financial responsibility,
working capital, and other financial,
technical, quality control processes, and
management resources to perform.

2–10.2. Continuation Of ISO 9000
Certification [old I2–10.2]

In the event that a firm’s approval is
predicated in part on ISO 9000
certification and that certification lapses
or is terminated by the certification
registrar, the firm’s approval will
become conditional until it has

completed all parts of the application
that were waived because of the ISO
9000 certification; provided, however,
that should the firm not meet the
evaluation standards, approval will be
terminated.

2–10.3. Continuation of Insurance [old
I2–10.3]

If at any time the firm’s certification
statement of cargo liability insurance is
not provided to the PMO in accordance
with the RFO, the firm’s participation in
the program will be immediately
terminated.

2–10.4. Continuation of Performance
Bond—International Only [old I2–10.4]

If at any time the firm’s performance
bond is canceled and not replaced with
an acceptable new bond, the firm’s
participation in the program will be
immediately terminated.

2–10.5. Assignment Of Rights [old I2–
10.5]

Except for assignment of payment of
the Participant’s original bills to a bank
for collection and in the event that a
Participant exercises any right under a
currently existing agreement nor enters
into agreements with parties not subject
to its control which in any way infringe,
controvert, or otherwise subordinate or
prevent the Participant from deciding
unilaterally whether it will or will not
submit a claim or file suit against the
Government or pay a claim by the
Government after the original bill for
services performed under this HTOS,
the Participant’s approval will be
immediately terminated.

2–10.6. Conditional Approval Based on
a Customer Satisfaction Index Less Than
95.00 When a Single Service Area Scope
of Operation is Involved—Firm [old I2–
10.6]

Under the conditions specified in 2–
8.5.4.1, above, the following applies.

2–10.6.1. Change in Approval Status
[old D2–7. & I2–10.6.1]

The firm’s approval will be changed
to conditional for the filing cycle during
which the Customer Satisfaction Index
will be effective.

2–10.6.2. Revocation of Approval [old
D2–7. & I2–10.6.2]

In the event the firm’s Customer
Satisfaction Index for the subsequent
customer satisfaction rating period
remains less than 95.00, the firm’s
approval will be terminated.

2–10.6.3. Termination of Conditional
Approval [old D2–7. & I2–10.6.3]

If the firm’s Customer Satisfaction
Index for the subsequent customer
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satisfaction rating period is 95.00 or
greater or the firm is unindexed for the
subsequent customer satisfaction rating
period, the conditional approval will be
terminated.

2–10.7. Submission of False Information
[old D2–7. & I2–10.7]

Willful submission of false
information on any document furnished
by the applicant or Participant pursuant
to this HTOS is punishable by fines,
imprisonment, or both (U.S. Code Title
18, Section 1001), and may be grounds
for terminating the Participant’s
approval to participate in the program.
Federal agencies are responsible for the
final evaluation of firm performance and
selections of firms which best serve
their needs. In the event it is later
discovered that the firm was in CFAC
and did not declare that fact, the
Participant’s approval will be
terminated.

2–10.8. Updating Approval Information
[old D2–7. & I2–10.8]

Whenever an approved Participant
makes substantive changes in its
organization or operation as described
in its approval application, the
Participant must advise the PMO in
writing of such changes.

2–10.9. Bankruptcies [old D2–7. & I2–
10.9]

2–10.9.1. General [old D2–7. & I2–
10.9.1]

A Participant filing a petition for
reorganization, or bankruptcy under the
laws of the United States or a foreign
country must notify the Program
Management Office.

2–10.9.2. Reorganization [old D2–7. &
I2–10.9.2]

When a Participant files a petition for
reorganization under the laws of the
United States or a foreign country, the
Participant’s approval to participate in
the program will be subject to review
and redetermined in accordance with
the provisions of 2–8.5.6.3 and 2–
8.5.7.1, above.

2–10.9.3. Bankruptcy [old D2–7. & I2–
10.9.3]

When a Participant files a petition for
bankruptcy, the Participant’s approval
to participate will be immediately
terminated.

2–10.9.4. Failure To Notify PMO [old
D2–7. & I2–10.9.4]

In the event the Participant fails to
notify the PMO in accordance with 2–
10.9.1 of its filing for reorganization
and/or bankruptcy, its approval to
participate in the Centralized

Household Goods Program shall be
terminated.

2–10.9.5. Firm Withdrawal Of Approval
[old 2–10.10]

2–10.9.5.1. General [old D2–7. & I2–
10.10.1]

A Participant may terminate
(withdraw) its participation in the
program at any time. A Participant
terminating (withdrawing) its approval
to participate in the Centralized
Household Goods Traffic Management
Program must notify the PMO in
writing.

2–10.9.5.2. Constructive Withdrawal
[old I2–10.10.2]

If a Participant is a principal
operating company or is independently
owned and operated, it will be
construed as having withdrawn from
participation in the program if it does
not file rates in two consecutive years.

Section 3—Offers of Service

3–1. Filing [old D3–1]

Subject to Paragraph 3–4 below,
Participants approved to participate in
the Program may submit offers to
provide the transportation services
covered by this HTOS.

3–2. Time of Filing [old D3–2]

Except for newly approved
Participants, offers may be filed only
during the period designated in the
filing instructions for the filing of offers.
Newly approved Participants may file
offers during the first open filing period,
as set out in the filing instructions, after
their approval.

3–3. Filing Restrictions [old D3–3]

3–3.1. Approved Participants [old D3–3]

The filing of offers is restricted to an
approved Participant in the Centralized
Household Goods Traffic Management
Program (CHAMP).

3–3.2. Scope of Operation. [old D3–3]

The filing of offers is restricted to an
approved Participant’s scope of
operation.

3–4. Acceptance/Rejection of Offers [old
D3–4]

Offers submitted shall be accepted/
rejected in accordance with such terms
and conditions as the PMO deems
necessary to assure maintenance of
service, fair and reasonable pricing, and
free and open competition. Offers
outside the Participants approved scope
of operations will be rejected.

3–5. Issuance of Special Offers.

3–5.1. General [old D3–5]
Except as provided in HTOS

Paragraph 3–5.1.1. below, it is expressly
prohibited for Participants party to this
HTOS, their affiliates, or agents to offer,
whether solicited or unsolicited, to a
Federal agency subject to GSA’s
Centralized Household Goods Traffic
Management Program any services,
rates, rules, or charges different from
those available in the Program.
Availability in the Program shall be
construed as a Participant’s rate offer
accepted in the normal course of a rate
filing cycle; or if a Participant’s rate
offer had been rejected, any action by
the Participant to make an offer to
Federal agencies independent of GSA
action. Violation of this paragraph will
result in immediate placement of the
principle operating company (POC) in
temporary non-use for a period of 90
days, potential revocation of the POC’s
approval, and possible referral for
Government-wide debarment.

3–5.1.1. Exception [old D3–5]
Participants may issue a special rate

tender for first proviso household goods
shipments for the use of a cost-
reimbursable contractor of the United
States Government. The terms of the
rate tender must be such as to preclude
use of that rate tender by the contracting
Federal agency. For example, a
Participant may issue a rate tender for
‘‘Department of Energy’s Cost-
Reimbursable Contractors’’, but not for
‘‘the Department of Energy and its cost-
reimbursable contractors’’. The rates
and charges offered in such rate tenders
must be equal to or better than those set
out in any rate tender accepted and
otherwise available to Federal agencies.

3–6. Filing Instructions [old D3–6]

3–6.1. General

Instructions for the filing of offers,
Request for Offers (RFO), will be issued
by the PMO on an annual basis, unless
changes in the program or other factors
require the issuance of instructions on
a different basis. Except as provided
below, all terms, conditions, and
instructions will be setout in the RFO.

3–6.2. Geographic Coverage [old D3–6]

3–6.2.1. Domestic

The geographic areas included in
domestic offers are defined in Section
14. Offers for service within Alaska or
between Alaska and all other points
defined as domestic will include only
those points identified in the RFO.
Offers for all other domestic service
must be for all points within the defined
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service areas for interstate and for the
full state for intrastate.

3–6.2.2. International

The geographic areas included in
international offers are defined in
Section 14. Offers for all international
service may be between international
areas or between international and
domestic areas. In any case, offers for
international service must be for all
points within the defined service areas
and/or countries.

3–6.3. Supplements [old 3.6.1.6.2]

Supplements to an initially accepted
offer must be submitted in accordance
with the RFO. If supplements do not
conform to the requirements of the RFO,
they will be rejected.

3–6.4. Liability for error [old D3–6]

GSA is not liable for any error in the
formatting or content of a Participant’s
offer. In the event of differences
between a Participant’s submitted offer
and its accepted offers as set out in the
ITMS, the accepted offer as set out in
ITMS will take precedence.

Section 4—Statement of Work

4–1. Performance Of Services

4–1.1. Scope of Service [old D4–1]

The responsible transportation officer
(RTO) or the owner of the goods, or his/
her designated representative, shall
establish firm service dates in
conjunction with Participants accepting
shipments offered under this HTOS for
the prompt performance of all necessary
origin and destination services. Origin
services shall include packing,
necessary servicing of appliances and
electrical equipment, pickup from
owner’s residence or place of storage,
and loading and removal of packing
debris. Destination services shall
include delivery, unpacking, single
placement of household goods in
owner’s residence, servicing of
appliances and electrical equipment,
removal of unpacking debris, and
customs services, as required. These
services shall be performed on, before,
or after the date shown on the
Government Bill of Lading (GBL). The
required delivery date noted on the GBL
will not be construed by the Participant
as expedited service, unless specifically
authorized by the RTO. The physical
transfer of individual shipments from
one line-haul vehicle to another will be
held to a minimum.

4–1.2. Scope of Service—International
Only [old I4.1.2]

Unless directed otherwise by the
employing Federal agency, the

Participant will be required to place
goods in Type II containers at origin,
provide surface transportation to the
ocean Participant terminal, transfer of
goods to sea container, if necessary,
transportation to port of debarkation,
transfer of goods loaded in Type II
containers from sea containers to motor
Participant, if necessary, and delivery
into storage or to destination residence;
or place Type II containers in sea
containers at origin residence and
transportation to destination residence
or storage facility.

4–1.2.1. Use of American Flag Vessels—
International Only

4–1.2.1.1. General—International Only
[old I4.4]

Except as provided below, the
Participant will use ships of United
States registry for the ocean portion of
overseas shipments and book shipments
for container or below deck stowage.

4–1.2.1.2. Use of Foreign Flag
Shipping.—International Only [old I4.4]

When it is determined that the use of
a vessel of United States registry will
not provide the required service, the
Participant will request permission to
use Foreign Flag vessel prior to start of
movement. Requests for permission to
use a Foreign Flag vessel must be made
to RTO on the form ‘‘Request for
Approval of Use of a Foreign Flag
Vessel’’. Authority will be granted only
when US flag shipping is not available
or the use of foreign flag shipping is
necessary to meet delivery requirements
to which the Participant will certify in
writing.

4–1.2.2. Overflow And Split
Shipments—International Only.

4–1.2.2.1. Ocean Shipments.—
International Only. [old I4.1]

The Participant will book all items of
a single shipment together on the same
vessel, same voyage or departure. In the
event that a portion of any shipment
should be shut out by the ocean
Participant, the Participant will notify
the RTO. Shipments may be split
between ocean containers but not
between ocean voyages.

4–1.2.2.2. Non-Ocean Shipments.—
International Only [old I4.1]

If it is necessary to split a shipment
for the non-ocean line-haul movement,
the established RDD is applicable to all
parts of the shipment.

4–1.2.3. Use of Agents In Unnamed
Localities—International Only [old I4.1]

An agent furnishing agent services in
a locality not named in Section 14 may

provide agent services to a requesting
Participant; provided, however, that the
Participant has obtained the permission
of the RTO to use that agent prior to
commencement of performance.

4–1.3. Pickup And Delivery Service [old
D4–1]

When a shipment is accepted at
origin, the Participant agrees to meet the
specified pickup date and shall deliver
the shipment in accordance with the
transit time specified in Section 12, or
the required delivery date (RDD) stated
on the GBL, or as otherwise directed by
the RTO. The required delivery date
noted on the GBL will not be construed
by the Participant as expedited service,
unless specifically authorized by the
RTO. Pickup maybe performed by the
Participant’s local agent with transfer to
a line-haul Participant at the
Participant’s origin terminal facility.
Shipments will not be scheduled by the
Participant for pickup or delivery on
Saturdays, Sundays, local holidays, or
US holidays unless so directed by the
RTO. In the event that the final date of
the transit time or the RDD falls on a
Saturday, Sunday, local holiday, or US
holiday, the final date shall become the
first workday following the Saturday,
Sunday, local holiday, or US holiday.
The Participant will not begin any
service that will not allow completion
by 5 p.m., local time, without prior
approval of the RTO and will return the
following workday morning to complete
the job.

4–1.4. Adverse Weather Conditions [old
D4–1]

When packing, loading, unloading or
unpacking during adverse weather
conditions could create a potential
hazard to the owner’s household goods
or personal effects, such services will be
suspended until more favorable weather
conditions exists, unless otherwise
mutually agreed in writing by the
Participant and the owner. Participants
must, if requested, produce a copy of
this in writing to GSA.

4–1.5. Continuous Control [old D4–1]
Participants shall maintain

continuous control of shipments and
shall be responsible for monitoring and
tracing to ensure prompt completion of
all services.

4–1.6. Electronic Communications [old
D4–1]

In those instances when a Participant
has the capability, it may make available
(at no cost to Federal agencies)
electronic communications capabilities
for such purposes as shipment booking,
tracing, and claims settlement
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information. This provision does not
apply to electronic mail (e-mail);
provided, however, that should both the
Participant and the agency have the
capability to exchange e-mail, nothing
in this HTOS Paragraph prohibits the
use of e-mail for such purposes as
shipment booking, tracing, and claims
settlement information.

4–1.7. Commencement of
Transportation Services [old I4–1]

Transportation service of a shipment
to its ultimate destination shall be
commenced only upon receipt of the
Government bill of lading by the
Participant, unless otherwise mutually
agreed upon by the Participant and the
RTO.

4–1.8. Services Beyond those Specified
in the HTOS [old I4–1]

Services beyond those specified in
this HTOS will not be provided by the
Participant, unless such service(s) are
authorized in writing with the charge(s)
agreed thereto.

4–2. Premove Survey

4–2.1. Conduct of Surveys [old D4–3]

The Participant must conduct an on-
site premove survey of the property to
be moved to determine those items to be
shipped, the approximate net weight of
the shipment, packing material and
container requirements, and to schedule
dates for packing and pickup of the
shipment. The survey must list the
major items of furniture, appliances and
equipment which are to be included in
the shipment. It must also indicate the
number of wooden crates required to
protect fragile items and the
approximate number of cartons required
for the shipment. At the time of the
onsite survey, the Participant, at its own
expense, must furnish the owner a copy
of the General Services Administration’s
(GSA) pamphlet entitled ‘‘Your Rights
and Responsibilities’’ an estimate, and
such other documents as the HTOS
specifies. The Federal Highway
Administration publication OCE–100
does not satisfy this requirement.

4–2.2. Telephone Surveys [old D4–3]

Telephone premove surveys shall not
be conducted unless specifically
authorized by the RTO.

4–3. Accessorial Services-Moving
Services

4–3.1. Packing And Padding [old D4–2]

The Participant shall perform all of
the packing and/or crating and padding
necessary for the protection of the goods
to be transported.

4–3.2. Materials [old D4–2]

The Participant shall furnish packing
containers, including, but not limited to,
boxes, wardrobes, and cartons; all
crating materials; and all padding
materials and equipment.

4–3.3. Disassembling and Reassembling
[old D4–2]

The disassembling of property (e.g.,
beds, waterbeds, and sectional
bookcases) and the preparing of
appliances (e.g., washers, dryers, and
record players) for shipment shall be
performed by the Participant. The
Participant shall reassemble the
property and service the appliances
upon delivery at the new location.
NOTE: The disassembling and
reassembling of waterbeds does not
include draining or refilling.

4–3.4. Unpacking And Placement. [old
D4–2]

Unloading at destination will include
the one-time laying of rugs and the one-
time placement of furniture and like
items in the appropriate room of the
dwelling or a room designated by the
property owner. On a one-time basis, all
boxes, cartons and/or crates will be
unpacked and the contents will be
placed in the room designated by the
property owner. This includes
placement of articles in cabinets,
cupboards, or on shelving in the kitchen
when convenient and consistent with
safety of the article(s) and proximity of
the area desired by the owner, but does
not include arranging the articles in a
manner desired by the owner. The
Participant shall also place the property
in the new location as instructed by the
owner of the property or authorized
representative, and shall remove all
packing and similar or related material
from the premises as requested by the
owner or authorized representative.
Placement shall not be construed to
include storage of unpacked articles in
cupboards, cabinets, drawers, or closets
(except when articles are returned from
hanging wardrobes).

4–3.5. Removal or Placement of
Property From or to Inaccessible
Locations [old I4.2]

When the location of property and
goods to be shipped or delivered is (1)
not accessible by a permanent stairway
(does not include ladders of any type),
(2) not adequately lighted, (3) does not
have a flat continuous floor, or (4) does
not allow a person to stand erect, the
Participant is not responsible for the
removal or placement of such property
unless the property owner requests and
the RTO authorizes such removal or

placement and the labor charges
incident thereto.

4–4. Packing

4–4.1. General [old I4.7]

All packing will be accomplished in
accordance with provisions of this
section. The Participant is liable and
responsible for all packing. The
Participant has the responsibility to
inspect all prepacked goods to ascertain
the contents, condition of the contents
and that only articles not otherwise
prohibited by the Participant’s tariff/
tender are contained in the shipment.
Furthermore, when it is determined by
the Participant that goods require
repacking, such packing will be
performed by the Participant.

4–4.2. Number and Weight of
Containers [old D4–4]

The number and weight of containers
will not be greater than necessary to
accomplish efficient movement.

4–4.3. Least Cubic Measurement [old
D4–4]

All packing by the Participant must be
performed in a professional manner
which will result in the least cubic
measurement producing packages that
will withstand normal movement
without damage to the transporting
vehicle, liftvan/container or contents,
and at a minimum of weight. Care shall
be exercised to prevent loss or damage
of personal property.

4–4.4. Use Of Materials

4–4.4.1. General

The Participant shall:

4–4.4.1.1. Domestic [old D4–2]

Ensure that all cartons, boxes,
containers and materials are clean and
of sufficient quality for protection of the
goods.

4–4.4.1.2. International [old I4.7]

Ensure that all cartons, boxes,
containers and materials are new and of
sufficient quality for protection of the
goods. The use of damp, wet, or unclean
packing is prohibited.

4–4.4.2. Use of Original Containers

4–4.4.2.1. General [old D4–4]

At the property owner’s request,
articles such as electronic equipment
and computer type equipment will be
packed in original containers by the
Participant when furnished by the
owner and if the containers are
considered to be in good condition for
shipping purposes. When original
cartons are utilized, the provisions of
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HTOS Paragraph 4–4.4.4, below, do not
apply.

4–4.4.2.2. When Original Containers Are
Not Available [old I4.7]

When the original containers are not
available and when necessary to protect
electrical equipment for safe
transportation or during SIT, such
equipment will be completely wrapped
in paper or unicellular polypropylene
foam and packed in a carton with
enough padding to provide insulation
necessary to prevent contact of one
article with another and to eliminate
movement of any article in the liftvan/
container. When packing in a carton is
not necessary, the items will be properly
wrapped and padded for protection.

4–4.4.3. Boxes [old I4.7]
When using wooden boxes for the

packing of property and when such
boxes will be stored within an exterior
shipping container, such wooden boxes
will be new; i.e., used for the first time.
The boxes used will be wood cleated
plywood or nailed wood. Boxes will be
made of new lumber and new plywood
and will be well manufactured and free
from imperfections which may affect
their utility. Size and spacing of nails
will be in accordance with the best
commercial practice. The use of wood
cannibalized from used boxes,
recoopered, or rebuilt wooden boxes is
prohibited.

4–4.4.4. Cartons [old I4.7]
Cartons of solid or corrugated

fiberboard will be used for packing
linens, books, bedding, lampshades,
draperies or other similar articles. After
packing, cartons must be sealed by
taping lengthwise at the joint on top and
bottom. The inside dimensions of the
carton (length, width, and depth totaled)
will not exceed 75 inches with a weight
limitation of 65 pounds. All corrugated
cartons shall be stamped with a
manufacturer’s certificate indicating
name of manufacturer, minimum
combined weight of facings, size limit,
gross weight limit and information
indicating type of carton. Cartons
lacking such certification are not
authorized for use. Egg crates, fruit or
vegetable crates, tea crates and similar
type boxes will not be used, even when
packed by the property owner. Overflow
boxes will not be of triwall or
corrugated cardboard construction.

4–4.4.5. Barrels, Fiber Drums, And
Cartons [old I4.7]

Wood barrels, fiber drums or cartons
with a capacity of not less than 5 cubic
feet are to be used for packing
glassware, chinaware, bric-a-brac, table

lamp bases, and other fragile articles.
When packing of fragile items has been
completed and space is left in a dish
pack, such space may be used for
packing other lightweight items. These
containers will not contain more than
120 pounds. Corrugated containers may
be used instead of barrel or drum-type
containers. Not more than 120 pounds
of material will be packed therein. The
sum of the interior horizontal and
vertical girths will be not less than 157
inches for wooden barrels, fiber drums
or other drum-type containers. The cube
of corrugated containers will be
determined by actual measurements. All
barrels or fiber drums will be securely
headed and marked ‘‘This End Up.’’

4–4.4.6. Crates [old D4–4]

Except for the packing of grandfather
clocks, glass and marble tabletops,
projection televisions, and pool table
slate, the use of crates must be
authorized by the RTO.

4–4.4.7. Filler Material [old I4.7]

Good quality wood excelsior pads,
wood wool excelsior pads, shredded
paper pads, cellulosic (bubble pack,
etc.) cushioning material, fiberboard,
corrugated fiberboard, unicellular
polypropylene foam, unprinted
newsprint, and/orkraft paper will be
used as a filler.

4–4.4.8. Padding [old I4.7]

New and good quality used-wood
excelsior pads, unicellular
polypropylene foam, shredded paper
pads or other equally suitable material
will be used when required.

4–4.4.9. Wrapping [old I4.7]

Wrapping paper or unicellular
polypropylene foam will be new, clean
and appropriate for the purposes
intended. Each item of silverware, silver
ornamentation or brass that is not
coated to prevent tarnishing will be
completely wrapped in unicellular
polypropylene foam or nontarnish
tissue paper.

4–4.4.10. Paper, Waxed or Treated [old
I4.7]

All waxed paper used will be manila
wax or equivalent. Treated paper may
be used if it is butcher type paper.

4–4.4.11. Unicellular Polypropylene
Foam [old I4.7]

All unicellular polypropylene foam
wrapping material will be new, clean
and will conform to Federal
Specification PPP-C–1797.

4–4.4.12. Marking Requirements [old
I4.7]

All cartons must be marked on the
exterior in general terms as to the nature
of the contents. Each carton must be
identified with an inventory number,
full last name of the employee, and lot
number if storage-in-transit is
applicable. These numbers and the
employee’s name must also be shown
on the outside of each piece that is not
going to be placed in a carton for
shipment.

4–4.5. Special Items

4–4.5.1. Bicycles For Overseas
Shipment—International Only [old I4.7]

When shipped as a separate item and
not included within a container as
specified in HTOS Paragraph 4–4.4.4,
above, bicycles shall be packaged and
packed in the following manner: the
handle bar shall be loosened, lowered,
turned at a right angle from its usual
position, swung downward and
retightened when necessary. Wheels or
mechanisms shall not be removed or
disassembled from the frame. When
necessary, pedals shall be removed and
secured on edge forward of the seat post
or above the back fender. Before
placement into the carton, the bicycle
will be wrapped with protective
wrapping and padding. Empty areas in
the container will be filled to prevent
shifting or movement during transit.
The container must be constructed or
fabricated in a manner which will
accept the bicycle without removal of
the front or rear wheel assemblies and
meets the requirement of HTOS
Paragraph 4–4.4.5, above.

4–4.5.2. Books [old D4–4]

Books will be placed in cartons. All
books of similar size will be packed
together in rows. Pads of solid or
corrugated fiberboard will be inserted
between rows and packaged tightly,
wedged with pads or paper, if
necessary, to fill out the carton and
prevent chafing. Books normally will be
packed not more than two rows high in
a book carton.

4–4.5.3. Fragile items [old D4–4]

Use of clean bubble type or other
modern method of packing is required
for the packing of glassware, chinaware,
bric-a-brac, table lamp bases, and other
fragile articles. Packing of fragile items
must be such as to keep the articles safe
from the normal hazards of
transportation to the ultimate
destination. Use of excelsior or
shredded paper is not acceptable.
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4–4.5.4. Kitchenware [old D4–4]

All kitchenware will be padded and
packed into cartons. Kitchenware must
not be packed with other items.

4–4.5.5. Linens, Clothing, And
Draperies

4–4.5.5.1. Domestic Only [old D4–4]

Linen, clothing, draperies, and similar
items may remain in drawers, chests,
dressers, trunks, etc., when considered
safe for carriage. If considered unsafe for
carriage, these items will be packed
carefully into new cartons which will be
properly sealed at residence.

4–4.5.5.2. Use Of Regular Cartons.—
International Only [old I4.7]

Small, lightweight, unbreakable items,
e.g., clothing items, certain linens, will
be packed into new (regular) cartons
which will be properly sealed at
residence.

4–4.5.6. Use of Wardrobes

4–4.5.6.1. Domestic Only [old D4–4]

On domestic door-to-door shipments,
clothing normally on hangers will be
hung in the wardrobes.

4–4.5.6.2. International Only [old I4.7]

Clothing normally on hangers in
closets and draperies will be packed in
flat wardrobes with hangers removed
from clothing and drapery hooks
removed from the draperies. If requested
by the employee, the Participant may
use hanging wardrobes for clothing
normally on hangers.

4–4.5.7. Mirrors, Pictures, Stone Table
Tops [old D4–4]

Subject to the restriction contained in
HTOS 4–4.4.6., above, mirrors, pictures
and paintings, both glass-faced and
nonglass-faced, glass or stone table tops
and similar fragile articles will be
wrapped and packed in a crate, if
authorized by the RTO, or suitable
fiberboard carton. When more than one
article is packed in any one crate or
carton, a divider will be provided. No
more than four articles will be packed
in any one crate or fiberboard carton.
Stone or marble tabletops will be
packed separately. Small pictures,
paintings, mirrors, and similar articles
will be carefully packed into cartons
and properly sealed at residence.

4–4.5.8. Lampshades, Ornaments [old
D4–4]

Lampshades, ornaments, small toys,
and other small items easily crushed
will be wrapped and placed in cartons
and will be insulated from the carton
walls and from other items. Lampshades
will be wrapped individually with new

paper or new unicellular polypropylene
foam placed in cartons and cushioned to
prevent shifting or damage.

4–4.5.9. Mattresses [old D4–4]
Mattresses will be placed in new

mattress cartons at the residence and
sealed with tape.

4–4.5.10. Rugs and Pads [old D4–4]
All rugs and rug pads will be properly

rolled (not folded). Rugs will not be
subsequently folded or bent to an extent
that may cause damage to the rug.

4–4.5.10.1. International Only [old I4.7]
For international shipments, rugs and

pads will be moth flaked, wrapped in
kraft paper and placed in rug boxes/
cartons for shipment. A wooden crate
may also be used, if authorized by the
RTO.

4–5. Preparation Of Articles For
Transportation

4–5.1. Appliance Servicing

4–5.1.1.1. General [old I4.7]
Each appliance serviced will be

appropriately labeled to indicate that it
must be serviced at destination before
use (reversing the process performed at
origin). Appliance servicing includes
the servicing and unservicing of
household appliances and other articles
which have free moving parts,
mechanisms, attachments or accessories
which, if not properly serviced, might
be damaged or rendered inoperative
during transit.

4–5.1.1.2. Washers [old I4.7]
Washers requiring servicing will be

secured with washer kits, washer packs,
washer locks, or special plastic inserts.
The use of sheet fiberboard/cardboard is
prohibited.

4–5.1.1.3. Appliances and Electrical
Equipment

Appliances and electrical equipment
requiring other servicing will be
serviced in accordance with the best
prevailing industry shipping practices.

4–5.1.1.4. Exclusion [old I4.7]
Servicing will not include

disconnecting or reconnecting
appliances including personal
computers and related peripheral
devices, repairing articles, removal or
installation of radio/TV antennas or air
conditioners, wiring or plumbing
service, and the securing of stereo arms
or turntables.

4–5.2. Items of Unusual Nature [old
I4.8]

The disassembling and reassembling
of items of unusual nature such as, but

not limited to, German shranks,
grandfather clocks, waterbeds with
attached wall units, steel shelving, pool
tables, elongated work tables, and
counters may require special service by
a third party. This third party service,
including disassembly and reassembly,
must be approved in advance by the
RTO. Participant will not perform these
services unless requested and approved
by the RTO.

4–5.3. Firearms [old I4.7]
All Privately Owned Firearms (POF)

must be placed in the Number 1
external shipping container. For
international shipments, containers
must be positioned so that they are
readily accessible for examination by
customs officials when required. This
shipping container will be closed and
sealed at the employee’s residence.
Under no circumstances will the
Participant be permitted to remove the
POF to the warehouse or other facility
for placement in shipping containers.

4–5.4. Surfaces [old D4–8]
All articles having surfaces liable to

damage by scratching, marring, soiling,
or chafing will be wrapped at time of
loading at residence in textile or paper
furniture pads, covers (other than
burlap) or other acceptable wrapping
materials. When storage of these articles
is necessary, they will be afforded the
same protection against damage.

4–5.5. Disassembly/Reassembly [old
D4–8 & I4.8.2]

Except as provided in HTOS
Paragraph 4–5.2, above, the Participant
will disassemble at point of origin and
so shown on the inventory form all
items of personal property including
waterbeds without attached wall units
(excluding draining or refilling) which,
in the judgment of the Participant,
require disassembly to ensure safe
delivery at destination. The Participant
is not responsible for removing any
outdoor article embedded in the ground
or secured to a building, nor the
assembling or disassembling of any
outdoor articles such as steel utility
cabinets, swing sets, slides, sky rides,
jungle gyms, television and radio
antennas or other outdoor articles of
similar nature. If items are disassembled
by owner, it will be so indicated on the
inventory form.

4–5.6. Hardware [old D4–8]
All nuts, bolts, screws, small

hardware and other fasteners removed
from articles by the Participant in the
preparation for shipment will be placed
in a cloth bag or similar durable
container and securely attached to the
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article from which removed and will be
so noted on the inventory. The
Participant, in such cases, will be
required to furnish, at the time of
reassembling, any new hardware, nuts,
bolts, etc., necessary to reassemble the
property.

4–5.7. Items Removed From Furniture
[old D4–8]

Legs and other articles removed from
furniture will be properly wrapped,
bundled together and identified, e.g.,
dining room table legs, six each, and
listed as a separate item on the
inventory.

4–5.8. Unaccompanied Air Baggage [old
D4–6]

Unaccompanied air baggage shall be
handled in accordance with the
instructions of the shipping Federal
agency. Participant will be required to
provide the movement of
unaccompanied air baggage including
packing and crating of goods at origin,
surface transportation to origin airport,
air transportation to destination airport,
and surface transportation to destination
residence. Unaccompanied baggage will
be unpacked by the Participant unless
waived by the owner. Certification that
unpacking was performed by the
Participant will be by the owner on a
DD Form 619, or comparable
commercial document.

4–6. Authorized Privately Owned
Vehicles (POV)

4–6.1. Domestic Only

Transportation of privately owned
vehicles (POV) within CONUS shall be
handled in accordance with the
instructions of the shipping Federal
agency. Participant will be required to
provide for the preparation of vehicle;
pickup at origin; transportation from
origin to destination; delivery to final
destination; and valuation based on the
current value of the vehicle.

4–6.2. International Only [old I4.1 &
I4.8]

Privately owned vehicles shall be
handled in accordance with the
instructions of the shipping Federal
agency. An agency may ship only one
POV to a post of duty outside CONUS,
excluding replacement vehicles.
Participant will be required to provide
for the movement of POVs whereby
provisions are made for truck-away to
the port of exit and delivery to
destination residence from port of entry.
If the distance between origin residence/
destination residence and port of exit/
entry is 30 miles or less, the vehicle may
be driven. The employing Federal

agency reserves the option of Door-to-
Door or Port-to-Port services.

4–7. Preparation of Shipment Inventory

4–7.1. Inventory Forms [old D4–9]

Inventory forms will be of multiple
copy design, must specify the name and
address of the Participant, and contain
an explanation of the exception symbols
used to describe the condition of the
goods. In addition, there shall be space
for indicating the name of the owner of
the goods and the date of shipment. The
same inventory prepared at origin will
be used to verify condition and count
upon delivery of the shipment.

4–7.2. Preparation of Origin Inventory

4–7.2.1. General [old D4–9]

The Participant must, in conjunction
with the owner or his designated
representative, prepare an inventory list
of all articles received for shipment. The
inventory list should clearly and legibly
indicate each article of furniture or
personal effects to the extent necessary
to properly identify it (them). Words
such as ‘‘household goods’’ or other
general descriptive terms will not be
used. An automated inventory may be
used if completed at the place of pickup
as long as the appropriate data are
recorded and copies provided as
required. Each copy of the inventory of
the shipment will bear the signature of
the employee, or the employee’s agent,
together with the signature of the
Participant’s representative certifying to
its accuracy and completeness.

4–7.2.1.1. International Only [old I4.10]

Each liftvan shall contain a seal serial
number which shall be annotated on the
original inventory form.

4–7.2.2. Items Containerized at
Warehouse—International Only [old
I4.10]

If the RTO permits the Participant to
partially containerize a shipment at the
warehouse, each item removed from the
residence will be annotated on the
inventory as containerized at warehouse
(CW).

4–7.2.3. Preparation of Container
Inventory—International Only [old
I4.10]

‘‘Bingo cards’’ or comparable
inventory form will be used to record
and identify by inventory line item
number those items placed in each
liftvan or overflow container. This, in
effect, will be an individual liftvan
inventory which can be cross referenced
with the employee’s master inventory.

4–7.2.4. Listing of Firearms [old D4–9]

For all firearms being shipped
pursuant to this TOS with a serial
number attached and packed in the
original container or a Participant-
packed container, the Participant must
place the serial number on the
corresponding line in the ‘‘condition at
origin’’ column on the descriptive
inventory.

4–7.2.5. Receipt of Firearms

Participants who deliver firearms in
interstate or foreign commerce must
obtain a written acknowledgment of
receipt from the recipient of any
package containing a firearm.

4–7.2.6. Preparation of Inventory for
High Risk Items [old I4.10]

Unless specifically authorized by the
RTO, the inventory prepared in
accordance with HTOS Paragraph 4–
7.2.1, above, will not be used for or
contain a listing of high risk items.

4–7.2.7. Preparation of Inventory for
Overflow Items [old I4.10]

A separate inventory will be prepared
for overflow items, one copy dispatched
immediately to the RTO and one copy
to the property owner at the time of
delivery.

4–7.2.8. Annotation of Inventory Upon
Change in Custody [old I4.10]

The Participant shall annotate the
inventory to show any overage,
shortage, and damage found, including
visible damage to external shipping
containers each time custody of the
property changes from a storage
container (warehouseman) to a
Participant or from one Participant to
another.

4–7.2.9. Listing of Cartons and Contents
[old D4–9]

All cartons must be marked to clearly
identify the size of the carton and its
contents. The same general
identification of contents must also be
shown on the inventory. Nothing herein
shall be construed as prohibiting the
Participant from preparing a detailed or
itemized list of carton contents. Each
article must be identified with an
inventory number and such numbers
shall be recorded on the inventory form.

4–7.2.10. Omission of an Exception
Symbol [old D4–9]

Special care must be exercised to
ensure that the inventory list reflects the
true condition of the property. Omission
of an exception symbol will indicate the
article is in good condition except for
normal wear.
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4–7.2.11. Exceptions to the Condition
[old D4–9]

Exceptions to the condition of the
goods must be recorded specifically for
each article and brought to the attention
of the owner before the goods are
removed from the residence. General
terms, such as marred, scratched,
dented, worn, torn, gouged, etc., must
not be used without supplemental
description as to the degree and location
of the exception. If the owner takes
exception to the manner in which the
Participant describes the condition of an
item, such exception will be noted on
each copy of the inventory.

4–7.3. Preparation of Destination
Inventory [old D4–9]

When unloading and/or unpacking
articles at the destination residence, the
Participant must use the same inventory
prepared at origin to verify delivery at
destination and inspect each article for
damage and check the inventory against
possible loss of and/or damage to
articles in conjunction with the owner
or his representative. A record will be
made of any difference in count and
condition from that shown on the
inventory list prepared at origin and
such record will be jointly signed by the
Participant and the owner or his
authorized agent. Such record of count
and condition will be indicated on the
inventory form, or other delivery
document or the form prescribed by the
shipping Federal agency. Discrepancies
will be noted on the last page of the
inventory. If articles are missing, every
effort will be made to locate these items
and forward them to the owner by
expedited means, at no additional cost
to the Government or the owner.

4–7.3.1.1. International Only [old I4.10]

The seal serial numbers for each
liftvan will be verified against the
numbers as applied at origin residence.

4–8. Shipping Containers

4–8.1. Protection of Containers [old D4–
5]

All household effects (HHE) shipping
containers, i.e., liftvans, moving in line-
haul service by flatbed equipment will
be covered with a waterproof tarpaulin
or other material providing equal
protection, and such material will cover
the cargo on the top and sides down to
the vehicle bed and all surfaces of the
overhang. Note: Shipments moving to
port agent facilities in Baltimore are
considered as moving in line-haul
service even though they may be
moving within the named localities of
Washington, DC, or Baltimore, MD.

4–8.2. Shipments Held at Terminal
Facilities—International Only [old I4.9]

Shipments not loaded in sea vans, but
under the Participant’s control and held
at terminal facilities awaiting
transportation will be placed in a
secured, fenced and covered area which
will provide complete protection from
the elements. In any case, all shipments
held at terminal facilities will be placed
within a secured fenced area.

4–8.3. Containers—International Only
[old I4.9]

The Participant will use liftvans/
containers which meet the following
specifications.

4–8.3.1. General—International Only
[old I4.9]

All household effects containers, i.e.,
liftvans, used by the Participant must
have been constructed to the
specifications of the containers tested in
accordance with MIL–STD 1489,
Performance Testing of Commercially
Owned Household Effects Containers.
The primary liftvan for surface
shipments under this HTOS is the 206
cubic foot (exterior) box which
conforms to the approved material and
structure requirements for MTMC
container number 186–A (as modified
by MTMC Approval Code 186–1) and
MTMC container number 152–A–1
(Mod) as specified in MTMC Pamphlet
55–12. All containers are new, clean,
and swept. Liftvans will be free from
holes or other conditions such as dry rot
which could permit the entry of water
and that sides and doors, when closed,
fit tightly and securely. Liftvans are to
be constructed so as to require a sealant/
caulking material to be applied to the
joints and door(s) to ensure water
tightness. Before each shipment, they
will be appropriately caulked, sealed,
and banded with a material that, when
subjected to varying climatic
temperatures, will not stain or otherwise
damage the contents of the shipment.
The interior of all containers shall be
lined with either a kraft-asphalt-kraft
barrier paper of the reinforced type or
polyethylene sheeting with a minimum
thickness of 0.004 mil on all sides and
the top. New liftvans will be used for
each shipment regardless of origin.
Liftvans will not be the property of the
US Government.

4–8.3.2. Overflow Boxes (Containerized
Shipments)—International Only [old
I4.9]

Overflow containers must, at the time
of use, be new wooden boxes and shall
be limited to use for oversized items
that cannot be packed into HHE
shipment containers (liftvans)

prescribed by this HTOS. The overflow
container normally is of a lesser size
than a PPP–B–580 container or those
described in MTMC Pamphlet 55–12.
Overflow boxes will be constructed in
accordance with Federal Specification
PPP–B–601, Boxes, Wood, Cleated-
Plywood, Style A or B, and will be
caulked and lined with plastic during
assembly.

4–8.4. Packing And Stuffing of
Containers [old I4.9]

Containers, i.e., liftvans, or overflow
boxes, when used in door-to-door
service, will be packed and stuffed at
origin residence unless specific
exception is authorized by the RTO. For
the authorized exceptions, such items
will be listed on the inventory and will
be annotated that items will be
containerized at the warehouse. A
notation will also be made of the name
of the employee who authorized the
exception.

4–8.5. Container Marking [old I4.9]

Unless the shipping Federal agency
directs otherwise, containers will be
marked pursuant to U.S. Department of
State instructions.

4–8.6. Container Seals [old I4.9]

The external shipping containers
(liftvans) for all containerized
household effects will be sealed at the
origin pick up point with accountable
seals. Six serial numbered metal seals
are required for each household goods
liftvan. These seals will secure both
ends by overlapping one seal on each
side to the ends or door panels and one
from the top panel to the ends or doors
of the liftvan. Seal numbers will be
recorded on the inventory, either beside
the container number or annotated by
individual container number on the last
page of the inventory. The owner or his/
her representative will initial on the last
page of the inventory attesting to the
correct seal numbers listed on the
inventory.

4–8.7. Position of Containers [old I4.9]

When a shipment is moved via flatbed
type vehicle, the containers, i.e.,
liftvans, will be loaded in an upright
position and will not protrude beyond
the rear edge of the vehicle bed surface
more than 12 inches (no protrusion is
permitted for the sides or front). In all
cases of rear overhang, the container
must be resting on the weight-bearing
surface of the skid.
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4–9. Pickup and Delivery

4–9.1. Loading

4–9.1.1. Domestic Only [old D4–10]

The Participant must provide for the
physical removal of the property from
the owner’s residence, and placement in
the transporting vehicle. Property will
not be loaded onto the tailgates of motor
vans or precariously loaded on
extensions to flat bed trailers or
equipment.

4–9.1.2. International Only [old I4.12]

The Participant must provide for the
physical removal of the property from
the owner’s residence and placement
into liftvans. Liftvans will not be loaded
onto the tailgates of motor vans or
precariously loaded on extensions to flat
bed trailers or equipment. When
authorized by the RTO, the Participant
may use moving vans to transport loose
property between the residence and the
Participant’s facility at origin.

4–9.2. Unloading

4–9.2.1. Domestic Only [old D4–10]

The Participant must provide for the
physical unloading of the property from
the transporting vehicle into a
warehouse for SIT or the unloading of
the property into the owner’s residence
at destination.

4–9.2.2. International Only [old I4.12]

The Participant must provide for the
physical unloading of the property from
the liftvans into a warehouse for SIT or
the unloading of the contents of the
liftvans into the owner’s residence at
destination.

4–9.2.3. Unpacking at Destination [old
I4.12]

If requested, the Participant shall
unpack and/or uncrate all property that
was packed and/or crated for movement
under this HTOS. All articles
disassembled by the Participant or
originating from storage will be
reassembled. The unpacking service and
removal of debris will be performed at
the time the goods are delivered to the
residence unless specifically waived in
writing by the employee or the
employee’s agent. The waiver will be
held in the Participant’s files for further
reference.

4–9.3. Containers Moving in Local
Service [old D4–5 & I4.9]

Containers (storage or liftvans)
moving in local pickup or delivery
service will be covered with a
waterproof tarpaulin or other material
providing equal protection when local
weather conditions dictate. In any

event, such protective covering must be
available. Containers will not extend
beyond the side or end of flatbed
equipment.

4–9.4. Removal Of Debris [old D4–2 &
I4.12]

Packing and loading at origin will
include removing from the employee’s
residence, to include driveway and
curbside, all empty Participant-provided
containers, packing materials, cartons
and other debris, e.g., nails accumulated
incident to packing and loading. All
‘‘debris’’ which may have accumulated
on the street, or next-door neighbor’s
property or in parking spaces will be
removed.

4–9.5. Protection of Residence Floors
and Protection for Buildings [old D4–2
& I4.8]

The floor and carpeting or the
employee’s residence will be
appropriately covered during packing,
loading, and delivery to prevent damage
or soiling. ‘‘Appropriately covered’’ is
generally defined as substantial
protection from scratching, gouging, or
soiling the floor or carpet of the
residence. The Participant shall furnish
or cause to be furnished, when
necessary, padding or other protective
material for the interior of the buildings,
including elevators, from and to which
the property will be moved under this
HTOS.

4–9.6. Impracticable Operation and
Auxiliary Services

4–9.6.1. General [old I4.13]
Nothing in this Section will require

the Participant to perform any line haul
service or any pick up or delivery
service or any other service from or to,
or at any point or location where,
through no fault or neglect of the
Participant, the furnishing of such
services is impracticable because: (a) the
conditions of roads, streets, driveways,
alleys or approaches thereto would
subject operations to unreasonable risk
of loss or damage to life or property; (b)
loading or unloading facilities are
inadequate; (c) any force majeure, war,
insurrection riot, civil disturbance,
strike, picketing or other labor
disturbance would (c) (1) subject
operations to unreasonable risk of loss
or damage to life or property or (c) (2)
unreasonably jeopardize the ability of
the Participant to render line haul or
pick up or delivery or any other service
from or to or at other points or locations;
(d) Participant’s hauling contractors,
Participant’s employees or Participant’s
agents are precluded, for reasons
beyond Participant’s control, from
entering premises where pickup or

delivery is to be made; (e) local, state or
federal restrictions, regulations or laws
prohibit performance of such services
by line-haul equipment; (f) when service
is impracticable for reasons stated in
this rule, and service can be completed
through the employment of services of
third persons, the RTO or the origin/
destination GSO may order such
service.

4–9.6.2. Provision of Smaller Equipment
[old I4.13]

Upon request of the RTO, the
Participant will use or engage smaller
equipment than its normal road haul
equipment or provide extra labor for the
purpose of transferring the shipment
between the origin or destination
address and the nearest point of
approach by the Participant’s road
equipment.

4–9.7. Lack of Proper Delivery Address
[old I4.14]

If the Government bill of lading sets
out a specific residential delivery
address and delivery cannot be made at
the address specified on the
Government bill of lading for other than
the fault of the Participant, and neither
the shipping Federal agency, the
destination RTO, nor the property
owner designates another address at
which delivery can be made, the
Participant will place the property in
storage-in-transit only after the RTO
authorizes the storage.

4–9.8. Constructive Delivery

4–9.8.1. Tender at Nearest Point of
Approach [old I4.15]

When it is physically impossible for
Participant to perform pickup of
shipment at origin address or to
complete delivery of the shipment at the
destination address with normally
assigned road equipment, due to the
structure of the building, its
inaccessibility by highway, inadequate
or unsafe public or private road,
overhead obstructions, narrow gates,
sharp turns, trees, shrubbery, the
deterioration of roadway due to rain,
flood, snow or nature of an article or
articles included in the shipment, the
Participant will hold itself available at
point of pickup or tender delivery at
destination at the nearest point of
approach to the desired location where
the road equipment can be made safely
accessible.

4–9.8.2. Owner Non-Acceptance of
Delivery

4–9.8.2.1. General [old I4.15]

If the owner does not accept the
shipment at nearest point of safe
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approach by Participant’s road
equipment to the destination address,
the Participant may place the shipment
or any part thereof not reasonably
possible for delivery, in storage at the
nearest available warehouse (see
exception below, for international
shipments). The RTO must be informed
of and approve such action prior to
placement in warehouse. The liability
on the part of the Participant will cease
when the shipment is unloaded into the
warehouse and the shipment will be
considered as having been delivered.

4–9.8.2.2. Exception—International
Only [old I4.15]

Storage authorized in accordance with
this subparagraph for international
shipments must occur in the nearest
available DOD or DOS approved
warehouse.

4–9.9. Detention By Participant or Agent
[old I4.6]

Personal property shipments moved
under this HTOS are sponsored by the
Government of the United States of
America and, as such, will not under
any condition or for any reason be
detained by Participants or agents.

4–10. Determination Of Weight

4–10.1. Weighing Requirement [old
I4.19]

Participants will determine the weight
of each shipment transported prior to
the assessment of any charges
depending on the shipment weight.
Except as otherwise provided in this
item, the weight shall be obtained on a
scale approved by the appropriate
regulatory authority for use in
determining the weight of household
goods shipments.

4–10.1.1. Weight Variance
In the event the actual shipment

weight is greater than 115% of the
premove survey weight, the Participant
must notify the RTO or its third party
representative prior to billing the
Federal Agency of the original weighing
and be prepared to justify the difference.
In the event the Participant fails to
notify the RTO or third party
representative, the Participant stipulates
that the agreed weight of the shipment
will be 115% of the premove survey
weight. In the event the Participant fails
to adequately justify the difference
between the actual and premove survey
weights, the Participant stipulates that
the agreed weight of the shipment will
be 115% of the premove survey weight.
The agreed weight shall take precedence
over the actual weight for the
assessment of transportation,
accessorial, and storage-in-transit

charges when based on weight. The
RTO has the authority to waive this
provision.

4–10.1.2. Verification of Weight
Variance

A copy of the premove survey must
accompany the billing voucher and
associated documents when the weight
variance rule is applied.

4–10.2. Weighing Procedure Household
Effects

4–10.2.1. General [old I4.19]

Except as otherwise provided herein,
the weight of each shipment will be
obtained by determining the difference
between the tare weight of the vehicle
on which the shipment is to be loaded
prior to the loading and the gross weight
of the same vehicle after the shipment
is loaded or, the gross weight of the
same vehicle after the shipment is
loaded or the gross weight of the vehicle
with the shipment loaded and the tare
weight of the same vehicle after the
shipment is unloaded.

4–10.2.2. Included In Weighing

4–10.2.2.1. General [old D11–2 & I4–9]

At the time of both weighings, the
vehicle will have installed or loaded all
pads, dollies, hand trucks, ramps and
other equipment required in the
transportation of each shipment. Neither
the driver nor any other persons shall be
on the vehicle at the time of either
weighing. Participants will bill for the
net weight of a household goods
shipment described on the GBL. The net
weight will consist of actual goods
(including a separate weight for
designated PBP&E and for privately-
owned automobiles), plus special
wooden crates (when approved by the
RTO), cartons, barrels, fiber drum, and
wardrobes used to pack linens, books,
bedding, mattresses, lampshades,
draperies, glassware, chinaware, bric-a-
brac, table lamp bases, kitchenware and
other fragile articles and the necessary
wrapping, packing and filler material
incident thereto. Nothing else will be
included in the net weight.

4–10.2.2.2. Included in Net Weight [old
D11–2]

In determining net weight on
containerized shipments, Participants
will include in the tare weight all
padding material, e.g., paper pads, cloth
blankets, or any wrapping material used
as a substitute for cloth blankets, and
blocking and bracing material used for
a Participant’s convenience to protect
and secure a shipment.

4–10.2.2.3. Lift Van Weights—
International Only [old I4.19]

The net weight of shipments
transported in lift vans will be the
difference between the tare weight of
the empty lift van, and the gross weight
of the packed lift van.

4–10.2.3. Fuel Tanks [old I4.19]
The fuel tanks on the vehicle will be

full at the time of each weighing or, in
the alternative, no fuel may be added
between the two weighings, when the
tare weighing is the first weighing
performed.

4–10.2.4. Detaching Equipment [old
I4.19]

The trailer of a tractor-trailer vehicle
combination may be detached from the
tractor and the trailer weighed
separately at each weighing providing
the length of the scale platform is
adequate to accommodate and support
the entire trailer at one time.

4–10.2.5. Time of Weighing [old I4.19]
Shipments may be weighed on a

certified platform or warehouse scale
prior to loading for transportation or
subsequent to unloading.

4–10.2.6. Right To Observe Weighing
[old I4.19]

The shipper, the Government or its
representative or any other person
responsible for payment of the freight
charges will have the right to observe all
weighings of the shipment. The
Participant must advise the shipper or
any other person entitled to observe the
weighings, of the time and specific
location where each weighing will be
performed and must give that person a
reasonable opportunity to be present to
observe the weighings. Waiver by a
shipper of the right to observe any
weighing or reweighing is permitted and
does not affect any rights of the shipper
under these regulations or otherwise.

4–10.3. Weight Tickets [old I4.19]
The Participant will obtain a separate

weight ticket for each weighing required
under this item except when both
weighings, are performed on the same
scale, one weight ticket may be used to
record both weighings. Every weight
ticket must be signed by the person
performing the weighing and must
contain the following minimum
information: (1) The complete name and
location of the scale; (2) the date of each
weighing; (3) identification of the
weight entries thereon as being the tare,
gross and/or net weights; (4) the
company or Participant identification of
the vehicle; (5) the name of the owner
of the household effects as it appears on
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the GBL; (6) the Participant shipment
registration or GBL number; (7) the
original weight ticket or tickets relating
to the determination of the weight of a
shipment must be retained by the
Participant as part of the file on the
shipment. All freight bills presented to
collect any shipment charges dependent
on the weight transported must be
accompanied by true copies of all
weight tickets obtained in the
determination of the shipment weight.

4–10.4. Reweighing of Shipments [old
D4–12 & I4.19]

The Participant, upon request of the
shipper or his representative, made
prior to delivery of the shipment, and
when approved by the RTO, will
reweigh the shipment. Reweigh of the
shipment must be performed on a scale
different from the one on which the
original weighing occurred. If a reweigh
is required, shipment will be reweighed
upon final delivery and performed on a
scale different from the one on which
the original weighing occurred.

4–10.5. Constructive Weight [old D11–2
& I4.19]

The application of constructive
weight will occur only upon written
approval of the RTO. If approved,
constructive weight will be applied
based on seven pounds per cubic foot.
When PBP&E or a privately owned
automobile is included as part of the
shipment, the weight of such articles
will be annotated separately on the GBL.

4–10.6. Platform Scales [old D11–2 &
I4.19]

HTOS Participants may use platform
scales to obtain tare and gross weight of
containerized shipments.

4–11. Storage-In-Transit

4–11.1. General [old D4–11 & I4.17]
The Participant must provide SIT at

destination when required. (SIT may not
occur at origin unless authorized by the
RTO). SIT is the holding of a shipment
or portion thereof at a facility or
warehouse the Participant uses for
storage, pending further transportation.
A shipment may be held in SIT for a
period not to exceed 180 days. The
Participant must advise the employee
when the storage period will end and
determine from the employee whether
the shipment or any portion thereof,
will be delivered to employee’s
residence or held in storage. If SIT is
required beyond 180 days, the employee
will inform the RTO and any SIT
extension will be by mutual agreement
between the RTO and the Participant.
After the initial 180 day period ends,
the Participant’s liability terminates; the

applicable interstate, intrastate or
international character of the shipment
or portion thereof ceases; the warehouse
is considered the destination of the
property; the warehouseman becomes
the agent for the shipper; the property
then is subject to the rules, regulations,
and charges of the warehouseman; and
storage charges are the employee’s
responsibility.

4–11.2. Facilities [old D4–11]
The facilities or warehouses used by

the Participant for SIT must be
commercial facilities or warehouses
used by the Participant or its agent in
the normal course of business for receipt
and storage of household goods awaiting
further transportation and furnishing
the services set out in 4–11.3 through 4–
11.9, below. Unless approved by the
RTO, the use of trailers, vans, public
warehouses, and self storage units is
prohibited.

4–11.3. Location of SIT

4–11.3.1. General [old D4–11]
The Participant will perform SIT only

when specified on the bill of lading.
Authorized SIT must be at the
participant’s nearest available SIT
facility at the destination shown in the
‘‘consignee’’ block (or at origin shown in
the ‘‘consignor block’’ when the RTO
specifically authorized SIT at origin).
However, in no case may SIT be more
than 50 miles from the origin/
destination municipality the bill of
lading specifies or the RTO authorizes.
Placing a shipment in SIT does not
constitute a delivery or completion of
service. Delivery of the shipment to the
final destination and completion of
destination services must be performed
as part of the through service after the
household goods are removed from SIT.

4–11.3.2. Exception—International Only
[old I4.17]

For international shipments, the
Participant must place shipments in SIT
at the nearest available SIT facility of
the Participant’s agent at destination
shown in the ‘‘Consignee Block’’ unless
specified on the GBL or authorized by
the RTO.

4–11.4. Lot Identification [old D4–7 &
I4.16]

All lots will be properly identified by
the owner’s name, order number,
warehouse lot number and GBL number.
Such identification will be in plain view
on each lot.

4–11.5. Rugs and Pads—Domestic Only
[old D4–7]

Rugs, carpets, and padding will be
stored on racks in a horizontal position

without folding any portion of the rug,
carpet, and padding.

4–11.6. Overstuffed Furniture—
Domestic Only [old D4–7]

Upholstered or overstuffed furniture
will be placed in an upright normal
position and covered for protection
against dust. No boxes, cartons or other
pieces of furniture will be placed upon
this type of furniture. When placed in
individual room storage or when
containers are employed for warehouse
storage, upholstered or overstuffed
furniture will have protection, padding,
blocking, and bracing to preclude
damage from any pressure against the
upholstery, including pressure from its
own weight as well as from conditions
external to the container.

4–11.7. Palletization of Property [old
D4–7 & I4.16]

Personal property will be stored on
skids, pallet bases, elevated platforms or
similar storage aids maintaining a
minimum of at least two inches
clearance from the floor to the under
most portion of the personal property.
In addition, property will not be stored
in contact with exterior walls. Trash
cans, extension ladders, lawn mowers,
television antennas, swing sets, and
other like items are excluded from this
requirement.

4–11.8. Removal From Shipping
Containers—International Only [old
I4.17]

The contents of containerized
shipments will not be removed from the
containers when placed in SIT.

4–11.9. Marking of SIT Containers [old
I4.17]

All containerized shipments of
household effects shall be marked with
the employees’ name and the GBL
number.

4–11.10. Partial Withdrawal From
Storage in Transit (SIT)

4–11.10.1. Identification of Item To Be
Withdrawn [old I4.17]

Items for withdrawal from SIT should
be indicated by the property owner/
agent at the time of packing whenever
possible. When the shipment has
already been packed, inventory item
numbers will be furnished by the
employee to the RTO who shall provide
the information to the Participant.

4–11.10.2. Ordering Partial Withdrawal
[old I4.17]

In accordance with the previous
HTOS Paragraph, partial withdrawal
shall only be ordered by the RTO who
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shall so certify on the DD Form 619–1
or other commercial form.

4–11.10.3. Consist of Withdrawal [old
I4.17]

Only complete cartons or item
numbers on the inventory may be
withdrawn. Individual cartons will not
be opened.

4–11.10.4. Weight of Partial Withdrawal
[old I4.17]

Participant is responsible for
obtaining the weight of the portion
withdrawn.

4–11.10.5. Billing for Partial Withdrawal
[old I4.17]

Participant shall bill for the partial
withdrawal of property as directed by
the RTO.

4–12. Tracing

4–12.1. Shipment [old I4.16]

The Participant shall trace a shipment
upon request from the RTO or property
owner and will promptly report to the
requesters the location of the shipments.

4–12.2. Missing Household Effects [old
I4.16]

The Participant shall take action to
trace missing loose household effects.

4–12.3. Missing Liftvans/Containers [old
I4.16]

The Participant shall take action to
trace missing liftvan(s)/container(s)
when a containerized shipment is
placed into SIT and the liftvan(s)/
container(s) are found to be missing
with an annotation of the GBL or
inventory to explain the shortage.

4–13. Non-Temporary Storage [old D4–
6 & I4.1]

If requested by the employing Federal
agency, the Participant will be
responsible to provide or arrange non-
temporary storage for those household
goods and personal effects authorized
by the appropriate Federal agency.
Tender rates will apply into the carrier
warehouse. Rates for monthly non-
temporary storage per 100 pounds and
rates for full value protection per each
$100 of value to be negotiated between
the carrier and the Federal agency.

Section 4A—Move Management
Services (MMS) Statement of Work

4A–1. Performance of Services

The MMS provider must provide the
MMS outlined in this section 4A in
conjunction with HHG transportation
services. The MMS provider must
comply with all requirements of this
HTOS including the service, delivery

timeframe, billing, reporting, and
liability requirements.

4A–2. Memorandum of Understanding
(MOU)

The MMS provider and the agency
must enter into a written MOU setting
out the terms and conditions of the
MMS provider responsibilities as
identified in this section 4A. In
instances when the agency requests bill
of lading (BL) preparation and
maintenance under HTOS paragraph
4A–6.5, the MOU should contain at a
minimum specific instructions on the
BL preparation and maintenance,
including instructions to complete each
portion of the BL. If requested by the
MMS provider and/or the agency, the
GSA PMO will review the agreement
before implementation.

4A–3. Performance as Participant
The MMS provider must file rates

within its current approved scope of
operations; be subject to the Customer
Satisfaction Index (CSI) rating system;
and must comply with the requirement
to collect and pay GSA its IFF as
specified in RFO Section 2–7.6.

4A–4. Commissions
An MMS provider must not charge a

commission to a participant to which it
tenders a HHG shipment.

4A–5. Required Services

4A–5.1. General
The MMS provider must arrange,

coordinate, and monitor each relocating
employee’s HHG move from initial
notification of the move by the agency
through completion of all move-related
transactions required under HTOS
paragraphs 4A5.1 through 4A–5.9. An
HHG move within the continental
United States (CONUS) is defined as a
basic move consisting of one shipment
of HHG and, when specifically
authorized by the agency, shipment of
one or more privately owned vehicles
(POV). A HHG move to/from an
international location is defined as a
basic move consisting of one surface
shipment of HHG and, when
specifically authorized by the agency,
one or more unaccompanied baggage
shipments and shipment of one or more
POV’s. Multiple origins and/or
destinations may be involved for both
CONUS and international shipments.
The MMS provider must provide the
services specified in HTOS paragraphs
4A–5.2 through 4A–5.9.

4A–5.2. Participant Selection
An agency may select the participant

to transport the relocating employee’s
HHG or may delegate this responsibility

to the MMS provider in which case the
agency will furnish the MMS provider
criteria to use in selecting the
participant. The selected participant
must be currently approved to
participate in CHAMP and must have
approved rates on file with GSA. The
MMS provider must be capable of
accessing the GSA Interagency
Transportation Management System
(ITMS) to obtain cost comparison
information for use in making the
participant selection when delegated
this responsibility by the employing
agency.

4A–5.3. Shipment Booking
The MMS provider must perform the

following:
(1) Schedule the move with the

selected participant;
(2) Order a pre-move survey;
(3) Identify any special services

needed and obtain the RTO’s written
authorization. The RTO is responsible
for authorizing storage-in-transit (SIT) or
any special service. Special services
include, but not limited to: shuttle
service, special crating, third party
servicing, elevator charges, long carry,
and/or stair carry;

(4) Indicate in writing all services
authorized and identify those that will
be paid as an entitlement of the
relocating employee as well as those
which the relocating employee requests,
but for which the relocating employee
has no entitlement and which may be
advanced and charged back to the
relocating employee; and

(5) Inform the relocating employee
before service performance of any
service that will be advanced and
charged back to the employee.

The provider may develop a generic
form for the purpose of this item. Any
service shown on a generic form that is
not applicable to a particular shipment
must be ‘‘crossed out’’ or marked
‘‘none’’ or ‘‘not applicable’’ before
submitting the form to the RTO for
written authorization/approval.

4A–5.4. Ensuring Participant
Performance

The MMS provider must ensure that
transportation services are in keeping
with procedures under this HTOS,
notwithstanding the Origin and
Destination On-Site Quality Control
procedures specified in HTOS
paragraph 4A–6.7. The MMS provider
also must take any action deemed
necessary and appropriate to protect the
interests of the agency to ensure proper
participant performance, and to protect
both the real and personal property of
the relocating employee. When the
MMS provider fails to direct
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performance as required which could
causes the agency or relocating
employee to incur damages (other than
damage to HHG), the MMS provider will
be liable to the agency and/or the
relocating employee, as appropriate for
such damages.

4A–5.5. Arranging Storage in Transit
(SIT)

If an agency authorizes SIT, the MMS
provider must arrange the storage under
provisions of this HTOS. The MMS
provider must notify the relocating
employee of the authorized SIT duration
and location and provide the relocating
employee’s SIT-provider contact
information within five (5) calendar
days after delivery into SIT.

4A–5.5.1. Monitoring Shipments in SIT
The MMS provider must monitor

shipments in SIT and provide a written
request for disposition instructions from
the relocating employee or the agency’s
destination facility representative at
least ten (10) working days before
expiration of the authorized SIT period.
The written request must inform the
relocating employee of his/her personal
financial responsibility for any charges
incurred for storage in excess of the
maximum period authorized. The MMS
provider is responsible for arranging
delivery of shipments from SIT.

4A–5.5.2. SIT in Excess of 180 Days
If storage exceeds 180 days, the MMS

provider must determine the condition
of the relocating employee’s property at
the end of the 180-day SIT period to
protect the Government’s and the
relocating employee’s right to recover
for participant-caused loss or damage.
The warehouse automatically will be
considered the shipment’s destination
upon expiration of the 180-day SIT
period at which time the MMS
provider’s responsibility for the
shipment ends. The shipment then
becomes subject to the warehouse’s
rules, procedures, and charges,
including local drayage out of storage.
The relocating employee is responsible
for payment of storage charges for any
period of storage in excess of 180 days.
If any discrepancy exists between other
HTOS provisions and the provisions of
this HTOS paragraph 4A–5.5.2 for
purposes of SIT, the provisions of HTOS
paragraph 4A–5.5.2 apply.

4A–5.6. Completion of GSA Form 3080
The MMS provider must furnish the

relocating employee a GSA Form 3080,
‘‘Household Goods Carrier Evaluation
Report’’ for completion of the section
entitled, ‘‘Relocating Employee’s
Response’’. This form is available for

downloading and printing at http://
hydra.gsa.gov/forms (other forms-
external forms-numeric by form
number). The provider must instruct the
relocating employee to return the
evaluation form upon completion to the
agency for completion of the section
entitled, ‘‘BL/GBL Issuing Officer’s
Response.’’ The provider also must
follow up in an attempt to ensure both
the relocating employee and the agency
completes their respective portions of
the form and return it to the PMO. If the
relocating employee has not completed
the appropriate section on the form
within thirty (30)-days from the date of
delivery of the HHG to the new
residence, the provider will so advise
the agency.

4A–5.7. Service Performance Audit
The MMS provider must conduct an

independent service performance audit
of transportation billings and complete
a certification document certifying by
line item whether billed services
(including any services specifically
requested by the relocating employee)
were or were not necessary, properly
authorized, and actually performed. The
provider may develop a form for this
purpose and must, if requested, have it
pre-approved by the agency. This audit
is unrelated to an agency’s audit of the
actual billing charges which also is an
optional ‘‘provider’’ service under
paragraph 4A–6.3. If prepayment audit
of transportation bills is performed
under procedures in HTOS paragraph
4A–6.6, the provider must furnish the
service performance audit certification
along with the transportation billing to
the prepayment auditor for audit of the
actual billing charges.

4A–5.8. Management Information
Reports

The Government requires certain
management information reports that
may or may not be commercially
standard. If the MMS provider has a
commercial report that would meet an
agency’s stated specific need, it may
propose that the agency use that report
instead of the one specified as long as
it can satisfactorily demonstrate how the
proposed substitution would meet the
agency’s needs. Reports must contain
monthly, quarterly, and year-to-date
totals, when appropriate. The MMS
provider must provide required reports
to the agency within fifteen (15)
business days following the month/
quarter services were performed.

4A–5.8.1. Agency Reports
If requested by the shipping agency,

the MMS Provider must furnish the
following reports in the manner

specified by the agency with regard to
format, content, and frequency. Data
elements may be revised by the ordering
activity.

4A–5.8.2. Shipment Summary

A summary of the total number of
shipments handled for the specified
period further broken down into the
following incremental categories:

(1) Number of shipments by agency
activity;

(2) Number of shipments by
participant;

(3) Number of interstate shipments;
(4) Number of intrastate shipments;

and
(5) Number of shipments to an

international location.
For each category the provider must

show total line-haul and accessorial
charges.

4A–5.8.3. Claims Summary

A summary of the total number of
loss/damage claims handled for the
specified period further broken down
into the following incremental
categories:

(1) Number of claims by agency
activity;

(2) Number of claims by participant;
(3) Number of intrastate claims;
(4) Number of interstate claims;
(5) Number of international location

claims;
(6) Average number of days between

the date of claim filing and date of issue
of initial settlement offer;

(7) Average number of days between
the date of receipt of the initial
settlement offer and the date of final
settlement;

(8) Average amount claimed and
settled interstate;

(9) Average amount claimed and
settled intrastate; and

(10) Average amount claimed and
settled on shipments to an international
location.

For each claim not settled within
thirty (30) days and/or sixty (60) days as
requested by the agency’s RTO, an
explanation for the delay must be
supported by the appropriate Delay
Codes identified in the HTOS Section 9.

4A–5.8.4. Counseling Contact Summary
Report

(Applies only when an agency has
chosen the optional ‘‘Employee Pre-
Move Counseling’’ service)

A summary report of counseling
contacts showing relocating employee’s
name, date of initial contact, and
current status of the move including
date(s) for the pre-move survey,
packing, pickup, and actual or proposed
delivery into SIT and/or residence.
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4A–5.8.5. On-time Services Summary
Report

A summary report listing:
(1) Relocating employee(s) name;
(2) Scheduled pickup date;
(3) Actual pickup date;
(4) Scheduled delivery date(s) into

SIT and/or residence;
(5) Actual delivery date(s) into SIT

and/or residence;
(6) Scheduled date for delivery out of

SIT;
(7) Actual date for delivery out of SIT;

and
When scheduled and actual dates are

different, an explanation must be
provided.

4A–5.8.6. Specially Requested Reports
Special one-time reports furnished to

the RTO when the agency requests and
the PMO approves.

4A–5.9. Customer Service
The contractor shall provide a 24-

hour, toll-free telephone number to
assist in tracking/tracing shipments;
resolving problems that occur during
any phase of the move, including
quality control problems; and in filing
post-delivery claims for agencies that
choose that optional service.

4A–6. Optional Services

4A–6.1. General
If specifically requested by the

agency, the MMS provider must provide
the following optional services specified
in HTOS paragraphs 4A–6.1 through
4A–6.9.

4A–6.2. Employee Pre-Move Counseling
Employee pre-move counseling (as

distinguished from a participant
provided pre-move survey) must
include information on the participant’s
commercial moving practices affecting
all aspects of the HHG move. It also may
include Government-specific
information on HHG entitlements and
allowances prescribed in the Federal
Travel Regulation (41 CFR chapters
300–304) as well as information on any
agency internal implementing
regulations, including weight allowance
information. Additionally, the provider
must counsel the relocating employee
about services the relocating employee
is authorized at Government expense as
well as any requested services that are
not the Government’s financial
responsibility and which the employing
agency will charge back to the relocating
employee. Some of these services are:

(1) Extra pickup/delivery;
(2) Temporary SIT authorized by the

agency;
(3) Non-temporary (permanent)

storage (NTS);

(4) Unauthorized items;
(5) Assembly/ disassembly of

property;
(6) Shipment of perishable items;
(7) Firearms and hazardous material

exclusions;
(8) Level of service coverage, options,

and costs;
(9) Reporting concealed damages,

relocating employee rights and
responsibilities, third-party servicing;

(10) Packing/unpacking and crating/
uncrating;

(11) Preparation and filing of claims;
(12) Name and address of origin/

destination storage provider; and
(13) Local drayage out of storage.
The counseling also includes

explaining the Government’s role
concerning Commuted Rate Schedule
moves as prescribed in the Federal
Travel Regulations (FTR) and
limitations on the Government’s
financial obligation for reimbursement
on such moves. Following is an
availability listing of publications that
contain information important in the
relocating employee’s pre-move
counseling process:
(1) FTR: Available on the Internet at:

http://policyworks.gov/org/main/mt/
homepage/mtt/FTR/FTRHP.shtml

(2) CHAMP: Available on the Internet at:
http://r6.gsa.gov/fsstt/

(3) Agency specific regulations/
procedures: (Contact appropriate
agency for availability)

4A–6.3. Prepayment Audit

(1) MMS Provider Responsibilities.
The MMS provider will conduct, or
arrange to have conducted, a
prepayment audit of each transportation
billing and supplemental billing for
service performed under this HTOS.

(2) Certification. Any auditor (other
than a GSA Prepayment Audit Schedule
contractor) desiring to perform a
prepayment audit service must be
certified by the GSA Audit Division
(FBA) to do so. Certification may be
obtained by contacting: General Services
Administration, Federal Supply Service,
Audit Division (FBA), 1800 F Street,
NW., Washington, DC 20405, http://
pub.fss.gsa.gov/transtrav.

(3) Procedures. The Prepayment Audit
procedures under this HTOS paragraph
4A–6.3 are subject to provisions of the
Federal Management Regulations (FMR)
part 102–118 (41 CFR parts 102–118).
Procedures stated in this HTOS
paragraph 4A–6.3 reflect requirements
and may be used in addition to any
other required procedures published in
the FMR, in developing the MMS
provider/agency MOU. The prepayment
auditor must adjust billed charges as
appropriate based on the service

performance audit as specified in HTOS
paragraph 4A–5.7 and the prepayment
audit before submitting the billing
invoice, along with the service
performance audit certification, to the
agency for payment.

(4) Adjustments. Upon instructions
from the agency, the MMS provider
must advise the participant and/or the
agency via a statement of differences
submitted either electronically or in
writing within seven (7) days of receipt
of the bill of any adjustment the auditor
makes. The statement of differences
must include the following:

(a) Participant’s standard alpha code
(SCAC);

(b) Participants’ bill number;
(c) Amount billed;
(d) Amount paid;
(e) Agency name;
(f) Participant’s taxpayer

identification number (TIN);
(g) Document reference number

(DRN);
(h) Payment voucher number;
(i) Complete tender or tariff authority,

including the governing item or section
number.

The MMS provider must annotate the
following information on all
transportation bills that have been
completed:

(a) Participant’s standard carrier alpha
code (SCAC);

(b) Participants bill number;
(c) Amount billed;
(d) Amount paid;
(e) Agency name;
(f) Participant’s taxpayer

identification number (TIN);
(g) Document Reference Number

(DRN);
(h) Payment voucher number;
(i) Complete tender or tariff authority

with the applicable rate authority,
including the governing item or section
number;

(j) Copy of any statement of
differences sent to the participant; and

(k) The date invoice received from the
participant.

(5) Appeal Procedures. The agency
must establish an appeal process that
directs participant appeals to an agency
official or to the MMS provider with
responsibility for providing adequate
consideration and review of the
circumstances of the claim. Review of
an appeal must be completed within
thirty (30) days. If the participant
disputes the findings and the agency or
MMS provider as appropriate, cannot
resolve the dispute with the participant,
all relevant documents including a
complete billing history and the
appropriation or fund charged should be
forwarded to GSA for the rendering of
a decision. Carrier claims must be
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submitted within three (3) years
beginning the day after the latest of the
following dates (except in time of war):

(a) Accrual of the cause of action;
(b) Payment of charges fore the

transportation involved;
(c) Subsequent refusal for over

payment of those charges; or
(d) Deduction made to a carrier claim

by the Government under 31 U.S.C.
3726.

4A–6.4. Performance Standards for
Service Performance Audit and
Prepayment Audit-6.5

The Government must comply with
provisions of the Prompt Payment Act
(31 U.S.C. 3901(a)(5). The MMS
provider therefore must ensure that
within seven (7) days of receiving the
participant’s bill, it has completed the
service performance as described in
HTOS paragraph 4A–5.7 and
prepayment audits as described in
HTOS paragraph 4A–6.3 and has the
consolidated transportation/MMS
billing, accompanied by the service
performance audit certification, in the
hands of the agency for payment. The
MOU between the agency and the MMS
provider must stipulate whether the
agency or the MMS provider will be
responsible for remitting payment to the
participant. If the MMS provider is to
remit payment to the participant, the
agency must issue and forward the
remittance by check or electronic
transfer to the MMS provider in time for
the agency to be deemed ‘‘in
compliance’’ with provisions of the
Prompt Payment Act. The MMS
provider will not be liable for any late
payment interest charge the agency may
accrue on a transportation payment that
is not in compliance with the Prompt
Payment Act requirements.

4A–6.5. Preparation of Shipment
Documentation

If an agency exercises its option to
have the contractor prepare a GBL or
BL, the contractor must comply with the
terms and conditions set forth in FMR
part 102–117 (41 CFR Part 102–117. On
international shipments the MMS
provider must complete, and distribute
copies of, each GBL following
instructions published in the GSA
Federal Supply Service Guide, ‘‘How to
Prepare and Process U.S. Government
Bills of Lading’’ (National Stock Number
7610–00–682–6740, 41 CFR 101–
41.305–1 and 2). The provider must
furnish a legible memorandum copy of
all GBL’s or a legible copy of all BL’s
prepared and distributed to the RTO
before the shipment pickup date.

4A–6.6. Data Communications
Capabilities

The MMS provider must:
(1) Provide on-line electronic access

to all database information pertaining to
task orders and applicable shipment
records;

(2) Provide the RTO or designee and
the GSA PMO in Kansas City, Missouri,
on-line access to all database
information pertaining to task orders
and shipment records for all accounts
established under the terms of this
HTOS;

(3) Establish sufficient safeguards to
prevent unauthorized access to the
database information;

(4) Make the electronic access
available through an asynchronous
modem with a baud rate of at least 2400;
and

(5) Furnish clear documentation
setting out procedures for access to and
use of the database.

4A–6.6.1. Data Elements
The database must contain, but is not

limited to, the following elements: (1)
task order information; and (2) shipment
information sufficient to generate the
reports specified in HTOS paragraph
4A–5. The shipment database must be
maintained in a separate directory with
separate shipment records for each
relocating employee move. Shipment
files must not be commingled with data
maintained for shipments not subject to
this HTOS. Each shipment record must
contain all information required for that
particular shipment, including any
claims filed by the participant, status of
the claim, etc. using a continuous
computer terminal screen, if necessary.
Performance data documenting how the
move was handled must be collected
independently and maintained in this
file. The provider must provide the
facility for the RTO’s and the GSA PMO
to extract and consolidate data such as
participant performance if specific
reports are required.

4A–6.6.2. Database Maintenance
The MMS provider must update the

database on a twenty (24)-hour basis, at
a minimum, and provide for on-line
electronic access to database elements
for a period of one year from date of
pickup. After one year, only a hard copy
of the records is required to be
maintained as specified under the
Examination of Records Clause in GSA
Form 3504.

4A–6.7. On-site Quality Control Service
If an agency requests, the MMS

provider must arrange for quality
control personnel to provide on-site
inspection service at the origin/

destination residence at pickup/
delivery. Inspection services include,
but are not limited to:

(1) Verification of correct inventory
coding;

(2) Use of proper packing materials;
(3) Appropriate article servicing;
(4) Equipment and personnel

suitability; and
(5) Satisfactory performance of

unpacking.
The actual cost of any on-site quality

control service requested is negotiable
between the MMS provider and the
agency. The agreed upon price must be
stated in a written document and
retained by both parties. The document
will be construed as a one-time only
amendment to the provider’s rate filing.
A copy of the written document must be
included with the MMS provider’s
voucher. The provider may engage a
third party to perform these services
provided they are representatives or
employees of a HHG carrier, forwarder,
or an agent thereof.

4A–6.8. Quality Assurance Plan

If requested by the agency, the MMS
provider must provide the agency a
quality assurance plan to assist in
ensuring quality service and must
designate quality assurance personnel to
execute the plan.

4A–6.9. Claims Preparation, Filing, and
Settlement Assistance

If the relocating employee or agency
requests, the MMS provider must
provide timely loss/damage claim
preparation/filing assistance, including
follow-up assistance for any
subsequently discovered loss or damage.
The provider must review and negotiate
any settlement offer that is inconsistent
with the participant’s liability or HTOS
provisions, and in the case of an
impasse must refer the complete file to
the agency. The MMS provider also
must counsel the employee about
potential consequences of signing any
full and unconditional release on any
offer of settlement before all claims
resulting from a particular move have
been resolved.

Section 5—Time of Performance

5–1. Approval

5–1.1. Filing of Application [old D5–10
& I5.1]

Unless otherwise specified by the
PMO, a Participant or agent filing for
approval in accordance with the HTOS
Section 2 must file its application for
approval in accordance with the dates
specified in the application instructions.
To be considered timely filed, the
application must be received at the
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address specified in HTOS Section 2.
Receipt at any other address of the
General Services Administration will
not constitute receipt by the PMO.

5–1.2. Filing of Supplemental
Information

5–1.2.1. Non-Financial Information [old
D5–10]

In the event the PMO determines that
the non-financial material submitted is
deficient, the applicant will be notified
by certified mail dated no later than
February 1 to provide the supplemental
information. A Participant required to
submit supplemental information must
do so no later than the due date
specified in the request. To be
considered timely filed the
supplemental information must be
received at the address specified in
HTOS Paragraph 2–2.2. Receipt at any
other address of the General Services
Administration will not constitute
receipt by the PMO.

5–1.2.2. Financial Information [old D5–
10]

Supplemental financial material will
not be requested or accepted.

5–1.3. Notice of Action on Application

5–1.3.1. Approved Applicants, No
Supplemental Information Requested
[old D5–10]

Applicants approved without a
request for supplemental information
will be notified by certified mail dated
no later than February 1 of the year
following submission of the application.

5–1.3.2. Approved Applicants,
Supplemental Information Requested.
[old D5–10]

Applicants approved subsequent to a
request for supplemental information
will be notified by certified mail dated
no later than June 1 of the year
following submission of the application.

5–1.3.3. Non-Approved Applicants

5–1.3.3.1. Non-Approved Applicants on
Non-Financial Basis [old D5–10]

Applicants’ applications not approved
on a non-financial basis will be notified
by certified mail dated no later than
June 1 of the year following submission
of the application.

5–1.3.3.2. Non-Approval on Financial
Basis [old D5–10]

Applicants’ applications not approved
on a financial basis will be notified by
certified mail dated no later than
February 1 of the year following
submission of the application.

5–2. Restructuring of Scope of
Operations

5–2.1. Time of Request [old D5–10]

A request for restructuring of a
Participant’s approved scope of
operation based on changes in traffic
patterns may be submitted at any time
during the fifth anniversary year and
subsequent fifth anniversary years.
Formal requests, as opposed to the
notice of intent to request, received by
GSA prior to or after the anniversary
year will be rejected.

5–2.2. Notice of Intent [old D5–10]

A notice of intent to request a
restructure of a Participant’s scope of
operation may be presented to the PMO
at any time in the calendar year prior to
the anniversary year or during the
anniversary year.

5–3. Establishment of Pickup Date [old
I5.7]

Participants will be provided at least
five (5) working days advance notice
when tendered shipments. Under
unusual circumstances, Participants
may agree but are not obligated to
accept pickups on less than 5 working
days notice. Once shipments are
accepted with less notice, the
Participant is obligated to the agreed
pickup date.

5–3.1. Domestic

For domestic shipments, the
employee and/or his designated
representative, and the Participant shall
establish and agree to a pickup date.

5–3.2. International

For international shipments, the RTO
and the Participant shall establish and
agree to a pickup date.

5–4. Origin and Destination Services
[old D5–4 & I5.6]

All origin and destination services
shall be performed between 8AM and
5PM, local time, on regular business
days, excluding Saturdays, Sundays,
local holidays, or U.S. holidays, unless
mutually agreed upon in writing. No
liability on the part of the Government
will be incurred for overtime labor or
any other additional charges. Participant
must, if requested, produce a copy of
this writing to an authorized inspector.

5–4.1. Domestic Only [old D5–4]

For domestic shipments, agreeing
parties include the Participant, the
owner of the household goods or his
designated representative and/or the
RTO.

5–4.2. International Only [old I5.6]

For international shipments, agreeing
parties include the Participant, the
owner of the goods or his designated
representative, and the RTO.

5–5. Obtaining Another Agent—
International Only [old I5.18]

The Participant must obtain another
approved agent within 30 calendar days
of the cessation of the relationship
between a Participant and its designated
agent.

5–6. Transit Time.

5–6.1. General [old D5–1]

Shipments handled pursuant to this
HTOS and delivered directly to a
residence or delivered to SIT at
destination will be transported and
delivered in accordance with the time
periods specified in HTOS Section 12,
as appropriate, corresponding to the
type, weight and distance of any
shipment.

5–6.1.1. Measurement of Transit Times
[old D5–1]

Transit time will be measured in
calendar days from the date loading is
completed to the date on which the
shipment is offered for delivery at the
residence, except when the last day of
the transit time falls on Saturday,
Sunday, local holiday, or a Federal
holiday, then the next United States
Government working day will be
considered the last day of transit. In the
event SIT occurs at origin, transit time
will be measured based on the
transportation from the point of SIT to
the delivery residence.

5–6.1.2. Transit Time Basis [old D5–1]

The transit times are based on the
assumption that a Participant will be
given a minimum of five (5) days notice
before the pickup date of shipments. If
less than five (5) days notice is given the
Participant, the transit times will be
increased one (1) day for each day under
the five (5) day notice period.

5–6.1.3. Transit Times for a Privately
Owned Vehicle (POV) [old I5.9.3]

(1). The transit time for a POV, except
as provided in subsection (2) below, is
the same as that for a surface shipment
specified in HTOS Section 12.

(2). The transit time for a POV
between CONUS and a point in Alaska,
Guam, the Hawaiian Islands, Puerto
Rico, or the Virgin Islands (St. Thomas,
St. Croix, or St. John) is specified in
HTOS Section 12. The Participant must
notify the applicable Federal
department or agency in writing of the
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port(s) it intends to use to meet the
transit time required.

(3). A transit time penalty applies if
the Participant fails to meet the transit
time specified in HTOS Section 12. The
Participant must notify the applicable
department or agency within twenty-
four (24) hours of any expected delay.
Also, the Participant must arrange for
the transferee’s use of a rental car at the
Participant’s expense. The rental must
be the same or comparable, size/model
as the POV the transferee shipped. The
RTO may waive this penalty in whole
or in part based on the circumstances of
the delay.

5–6.2. Interstate Transit Times [old D5–
1]

Interstate transit times apply to
shipments picked up at an address in
one State and delivered to an address in
another State, both States being in the
continental United States, or picked up/
delivered between an address in the
continental United States and an
address in Canada. The transit times in
Section 12 are the maximum transit
times in days applying to interstate
shipments unless waived by the RTO in
writing.

5–6.3. Intrastate Transit Times [old D5–
1]

Intrastate transit times apply to
shipments picked up and delivered
within the same State. The transit times
in Section 12 are the maximum transit
times in days applying to intrastate
shipments unless waived by the RTO in
writing.

5–6.4. International Transit Times

5–6.4.1. Unaccompanied Air Baggage
[old D5–1]

Transit time for unaccompanied air
baggage is 15 days unless waived by the
RTO in writing.

5–6.4.2. Surface Shipments [old I5.9]

International transit times apply to
shipments picked up/delivered between
the named State, Trust Territory, or
Possession of the United States and the
named countries. The transit times in
Section 12 are the maximum transit
times in days applying to international
shipments unless waived by the RTO in
writing.

5–7. Notice of Shipment Availability for
Delivery—International Only [old I5.10]

5–7.1. Availability for Delivery—
International Only [old I5.10]

Upon notification from the
Participant/agent that a shipment has
arrived and is available for delivery, the
RTO will have 24 hours in which to

confirm delivery arrangements. If
delivery arrangements cannot be
confirmed by the expiration of the 24
hour period, storage will be authorized
and effective as of the date on which the
24 hour period expired.

5–7.2. Delivery of Shipments Not
Involving SIT

5–7.2.1. Arrival Prior to RDD—
International Only [old I5.10]

For shipments that arrive prior to the
RDD, Participant will deliver to the
owner or owner’s agent prior to the
RDD.

5–7.2.2. Arrival After the RDD—
International Only [old I5.10]

For shipments that arrive after the
RDD, the Participant will deliver in
accordance with the instructions or
within two workdays after notifying the
destination RTO of the shipment’s
arrival.

5–7.3. Notification of SIT Pickup/
Delivery—International Only [old I5.10]

If requested by the RTO, the
notification of SIT pickup or delivery
availability on the afternoon preceding
the scheduled pickup or delivery will be
provided to the RTO.

5–8. Notice of SIT Location [old D5–3]

A written electronic transmission,
including facsimile or other form of
notice of the SIT location (street
address, City/state) together with a
telephone number for the warehouse, as
provided in HTOS Paragraph 9–2.4,
must be furnished to the RTO within
five (5) calendar days after placement of
the shipment in SIT or change in SIT
location. The Property Owner must be
notified as soon as possible after
placement of the shipment in SIT or
change in SIT location.

5–9. Delivery From Storage in Transit
[old D5–2]

Unless the property owner agrees to
the contrary, delivery from SIT must be
accomplished on the date requested,
excluding Saturdays, Sundays, local
holidays, and Federal holidays. If
because of prior commitments, the
Participant cannot deliver on the day
requested, delivery must be completed
no later than three business days
thereafter. If the shipment is not
removed from the storage warehouse
within three working days (excluding
Saturday, Sunday, and holidays) after
the delivery date requested, storage
charges will cease to accrue as of the
requested delivery date.

5–10. Shipment Tracing [old D5–7 &
I5.19]

When the owner of the household
goods or RTO requests information
concerning shipments in transit,
Participants will retain a written record
as provided in HTOS 8–5.14.5.3.2, of
such requests and acknowledge and
make a prompt report, by electronic
transmission, including facsimile or
other form of electronic transmission, if
available, to the requestor as to the
location of the shipment. Time frames
for completing the above include
seventy-two (72) hours for an
international shipment, and twenty-four
(24) hours on a domestic shipment,
including interstate and intrastate.

5–11. Notice of Concealed Loss/Damage
[old I5.12]

In order for the Participant to be liable
as specified in Section 10–1.3.7.1, for
loss and/or damage discovered by the
owner within seventy-five (75) days
after delivery (concealed), the
Government or the property owner must
notify the Participant, in writing, of the
concealed loss and/or damage within
seventy-five (75) days from the date of
delivery.

5–12. Acknowledgment and Settlement
of Claims

5–12.1. Acknowledgment [old D5–8)

The Participant shall acknowledge
directly, unless otherwise instructed, to
the property owner all claims for loss
and damage or delay within 10 calendar
days after receipt.

5–12.2. Settlement [old D5–8]

The Participant shall make settlement
of all claims for loss and damage or
delay directly, unless otherwise
instructed, to the owner of the property
for any loss or damage for which the
Participant is liable within 30 days after
receipt thereof.

5–12.3. Delay in Settlement [old D5–8]

If the claim cannot be processed and
disposed of within 30 days after receipt
thereof, an additional 30 day period
shall be available for settlement of the
claim; provided, however, that the
Participant shall, at that time, advise the
claimant and the RTO in writing or
electronically of the status of the claim
and the reason for the delay in making
final disposition thereof and that
Participant shall retain a copy of such
advice to the claimant in its claim file
thereon. Failure to make settlement
within the initial 30 day period, or the
maximum 60 day period if proper notice
is given, shall be construed as a refusal
by the Participant to settle the claim.
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5–12.4. Payment of Transportation
Charges for Partial Loss [old D5–8]

The Participant shall refund in
accordance with the provisions of HTOS
Paragraph 7–5.2 that portion of its
freight charges (including any charges
for accessorial or terminal service)
corresponding to that portion of the
shipment which is lost or destroyed in
transit at the time it disposes of claims
of loss, damage, or injury to the articles
in the shipment.

5–13. Waiver of Requirements

5–13.1. Requests [old D5–5 & I5.4]

Written confirmation of a request for
a waiver of requirements, including
requests for approvals as provided in 8–
1.1, must be submitted to the RTO
within five (5) business days of the
verbal request. If the RTO has not issued
the approval/waiver as required in
HTOS Paragraph 8–1.1.3 through 8–
1.1.21 in the time period specified in 5–
13.2, below, the Participant may contact
the PMO for assistance.

5–13.2. Issuance of an Approval or
Waiver of Requirements [old D5–6 &
I5.5]

The RTO shall issue the approvals
required in HTOS Paragraph 8–1.1.3
through 8–1.1.21 or a waiver of
requirements as provided in writing
within seven (7) calendar days.

5–14. Documents To Be Furnished

5–14.1. To Property Owner

5–14.1.1. Domestic Only [old D8–6]

The documents specified in HTOS
Paragraph 8–5.8.2 will be provided by
the Participant to the property owner
within ten (10) business days after
performance of the specified service.

5–14.1.2. International Only [old I5.15]

The documents specified in HTOS
Paragraph 8–5.8.2 will be provided by
the Participant to the property owner
within seven (7) business days after
performance of the specified service.

5–14.2. To the Responsible
Transportation Officer

5–14.2.1. Domestic Only [old D8–6]

The documents specified in HTOS
Paragraph 8–5.8.3 will be provided by
the Participant within 14 business days
after performance of the specified
service, except that the DD Form 1840,
when required by the Federal agency,
will be provided within 30 days of
shipment delivery.

5–14.2.2. International Only [old I5.16]

The documents specified in HTOS
Paragraph 8–5.8.3 will be provided by

the Participant within seven (7)
business days after performance of the
specified service, except that the DD
Form 1840, when required by the
Federal agency, will be provided within
30 days of shipment delivery.

5–15. Reports to the RTO

5–15.1. Unusual Incidents [old D5–9]

A Participant must report unusual
incidents (see HTOS Paragraph 9–2.2)
no later than the first working day after
discovery by the Participant.

5–15.2. Pickup and Delivery [old D5–9]

A Participant must notify the RTO
and if practicable, the owner
immediately upon in determining that
scheduled pickup or delivery dates
cannot be met.

5–15.3. Report of Shipment Arrival—
International Only [old I5.19]

Participant will notify the RTO and
the employee within one (1) workday of
a shipment’s arrival at agent’s facility,
and advise of the shipment’s first
available delivery date.

5–15.4. Agency Shipment Reports—
International Only [old I5.19]

The report specified in HTOS
Paragraph 9–2.7.1 will be provided to
the shipping federal agency within not
more than five (5) calendar days
following date of pickup of a shipment
in either CONUS or overseas.

5–15.5. Settlement Report.—
International Only [old I5.14]

Simultaneously with the transmission
of the settlement to the employee, the
Participant will report to the RTO both
the final action taken on any claim,
including the date, and the total amount
of settlement.

5–15.6. Notice of Reorganization/
Bankruptcies [old D5–9]

The Participant must report to the
PMO the filing for reorganization or
bankruptcy (see HTOS 2–10.9 ) within
ten (10) calendar day after the date of
filing.

5–15.7. Report of Loss/Damage Tracing
[old I5.19]

In the event the shipping Federal
agency requires the use of DD Forms
1840 and 1840R, the Participant will
report the results of the tracing action to
the RTO in writing within thirty (30)
working days of notification of loss.

5–15.8. Change in Designated Agent—
International Only [old I5.19]

The Participant must report to the
PMO any change in its designated
agents within 15 calendar days of the

cessation of the Participant-agent
relationship.

5–15.9. Report of Real Property Damage
[old I5.19]

The Participant will notify the RTO in
writing no later than the first working
day following the discovery of the
damage, however caused, to an
employee’s real property.

5–15.10. Report of Shipments on
Hand—International Only [old I5.19]

The carrier will provide the
shipments on hand report specified in
HTOS Paragraph 9–2.7.4 no later than 4
p.m., local time, on the first business
day of the week.

5–15.11. Commercial Port Level
Report—International Only [old I5.19]

The carrier will provide the
Commercial Port Level Report specified
in HTOS Paragraph 9–2.8 no later than
4 p.m., local time, on the first business
day of the week.

5–16. Reports to the PMO

5–16.1. Shipment Reports [old D5–9]

The shipment report specified in
HTOS Paragraph 9–3.1.2 shall be
submitted to the PMO within sixty (60)
calendar days after the end of each
calendar quarter. Participants
submitting their reports electronically as
required in HTOS Paragraph 9–3.1.2.1
may submit their reports more
frequently.

5–16.2. Claims Settlement Report [old
D5–9]

The claims settlement report required
in HTOS Paragraph 9–3.1.1 shall be
submitted to the PMO within sixty (60)
calendar days after the end of each
calendar quarter.

5–17. GSA Industrial Funding Fee [old
D5–11 & I5.20]

The Participant must remit the GSA
industrial funding fee (IFF) specified in
HTOS Paragraph 7–1.11 within sixty
(60) calendar days after the end of each
calendar quarter upon which the
shipment reports are required.

5–18. Maintenance of Insurance

5–18.1. Notice of Termination [old I5.2]

The cargo liability insurance
certificate must provide that notice of
termination or cancellation be furnished
to the PMO thirty (30) days prior to such
termination or cancellation.

5–18.2. Submission of Certificate of
Insurance [old I5.1]

Cargo insurance certification meeting
the requirements of Paragraph 5–18.1
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must be submitted in accordance with
the instructions set out in the Request
for Offers.

5–19. Maintenance of Performance Bond

5–19.1. Duration of Bond—International
Only [old I5.3]

The bond is continuous until
canceled by carrier or surety company.
In the event a bond is canceled, it must
be replaced effective close of business
on the date of the canceled bond in
order to maintain approval.

5–19.2. Submission of Performance
Bond [old 5.1.2.3]

Performance bond meeting the
requirements of Paragraph 5–19.1 must
be submitted in accordance with the
instructions set out in the Request for
Offers.

5–20. Limitation of Action

5–20.1. Claims for Charges

5–20.1.1. Filing of Claims by
Participants [old I5.18]

All claims and actions at law by
Participants for recovery of their charges
on shipments subject to the provisions
of this HTOS will be filed within three
(3) years (not including any time of war)
from the date of any one of the
following: (1) Final delivery of the
property; (2) Payment of the
transportation charges thereon; (3)
Subsequent refund of excess charges; or
(4) Deduction of such excess charges
from Participant’s account, whichever is
later.

5–20.1.2. Filing of Claims Against
Participants [old I5.18]

All claims and actions at law against
Participants for recovery of excess
charges on shipments subject to the
provisions of this HTOS will be filed
within three (3) years (not including any
time of war) from the date of payment
of the charges thereon.

5–20.1.3. Government’s Breach of
Limitation—International Only [old
I5.18]

Provided, however, that if the
limitation of actions set forth in this
item is breached by the Government by
the filing of a claim or action at law
(other than by mistake or inadvertence)
at a time other than stated in this HTOS
Paragraph, this HTOS Paragraph will be
of no force and effect and will be void
ab intitio.

5–20.2. Claims for Property Loss/
Damage [old I5.18]

The time frame for the filing of claims
for property loss and damage shall be in
accordance with the laws of the United

States of America and the terms and
conditions of the applicable
Government bill of lading.

Section 6—Inspection

6–1. Inspection by the Government

6–1.1. Inspection of Facilities and
Operations

6–1.1.1. Right To Review [old D6–1 &
I6.1]

The PMO or its designee shall have
the right to review and inspect the
facilities and operations of any
Participant in the Program or its agents
to determine if the equipment, facilities,
operations, and personnel are adequate
and capable of performing the services
required by United States Government,
or have been performed in accordance
with the provisions of this HTOS and
the Participant’s approval and the
requirements of the Federal ordering
office. Reviews will be conducted
during regular office hours or at any
time work is in progress. Published
Corporate Participant Quality Control
Programs will be presented and
explained to authorized inspectors
when the Participant’s facilities are
inspected.

6–1.1.2. Facilities [old D6–1]

The Participant must furnish PMO
representatives with free access and
reasonable facilities and assistance
required to accomplish the review. The
Participant shall also provide without
cost to the Government legible
reproductions of any documents
required in the performance of the
inspection.

6–1.1.3. Reports of Review [old D6–1]

Upon completion of an on-site review,
the PMO shall furnish the Participant
within ninety (90) days of completion of
the on-site review with a report showing
the findings of the review and corrective
actions, if any, which must be taken by
the Participant to bring its operation
into compliance with requirements as
set forth in this HTOS. A Participant
receiving a report showing corrective
actions which need to be taken shall
have its approval changed to
conditional, and shall have thirty (30)
calendar days from its receipt of the
report to institute these corrective
actions identified as requiring
immediate action and to notify the PMO
of doing so. In the event the Participant
objects to the stated necessary corrective
actions and the reasons behind such
actions, the Participant may appeal in
accordance with the provisions of HTOS
Paragraph 8–5.10.2.

6–1.2. Inspection of Service
Performance

6–1.2.1. General [old D6–1]

Authorized representatives of the
RTO shall have the right to inspect the
packing, loading, weighing, pickup,
delivery, unpacking, warehousing, and
any other services performed or being
performed by the Participant.
Authorized representatives of the RTO
shall include personnel of the GSA
designated to perform quality assurance,
or in the absence of such GSA
personnel, the owner of the property or
personnel of the Federal agency
employing the owner. Authorized
representatives may inspect the
performance of services at the residence
of the owner of the goods or at the
warehouse or other facility of the
Participant or its agents during regular
office hours or at any time that work is
in process.

6–1.2.2. Corrective Action [old D6–1]

When authorized representatives of
the RTO find that packing, loading,
unpacking, or any other work being
performed or already completed does
not comply with the terms, conditions
or specifications set out in this HTOS,
the authorized representative shall so
advise the Participant. The Participant
must promptly correct the deficiency by
taking whatever action is necessary at
no additional cost to the Government or
the owner.

6–1.2.3. Facilities [old D6–1]

The Participant must furnish
Government representatives with free
access and reasonable facilities and
assistance required to accomplish their
inspection.

6–1.2.4. Reports [old D6–1]

6–1.2.4.1. General

Reports of inspection shall be
furnished to the PMO. Except as
provided in Subparagraph 6–
1.2.4.2.2.3.2. below, reports of
inspection shall be construed as final
and conclusive of the performance of
services.

6–1.2.4.2. GSA Form 3080, Household
Goods Carrier Evaluation Report

6–1.2.4.2.1. Completion

While any written statement from an
authorized representative as specified in
HTOS Paragraph 6–1.2.1, above, is an
acceptable report of inspection, GSA
Form 3080, Household Goods
Participant Evaluation, is normally used
as a report of inspection and will be
provided to the owner of each shipment
and to the RTO to assist the GSA in the
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overall evaluation of customer
satisfaction on personal property
shipments. Upon completion of services
by the Participant at destination, the
owner will complete the appropriate
section of GSA Form 3080 and transmit
it to the RTO for completion of the
appropriate section. After completion by
both the property owner and the RTO,
GSA Form 3080 is returned to the PMO.
The PMO will review each completed
form to ensure that all shipments routed
under the GSA HTOS received high
quality service. After the PMO has
reviewed the form, the information
contained on the form will be entered
into the Service Performance Index and
Evaluation System (SPIES) data base.

6–1.2.4.2.2. Appeal Procedures

In the event that the rated Participant
disagrees with the evaluation contained
on the GSA Form 3080, Household
Goods Carrier Evaluation, the
Participant has the right to appeal such
evaluation as specified below. Except as
provided below, an appeal received by
the PMO directly from a rated
Participant will be rejected.

6–1.2.4.2.2.1. Shipment Not Tendered

In the event the rated Participant
carrier determines that a shipment was
not tendered to its company, the
Participant must advise the PMO in
writing requesting review and
correction.

6–1.2.4.2.2.2. Disagree With the Rating
by the Property Owner

In the event the rated Participant
disagrees with the property owner’s
evaluation and the property owner’s
evaluation had not been changed by the
RTO prior to submission to the PMO,
the rated Participant must first notify
the property owner in writing setting
out the basis of the disagreement and
requesting the opportunity to resolve it.
In the event the rated Participant
disagrees with the property owner’s
evaluation and the property owner’s
evaluation had been changed by the
RTO prior to submission to the PMO,
the procedures set out the in Paragraph
‘‘Disagree with rating by RTO’’ apply.

6–1.2.4.2.2.2.1. Disagreement is
Resolved

If the property owner and the rated
carrier resolve the disagreement and
that resolution changes the property
owner’s rating, the property owner and
the rated Participant must jointly advise
the RTO by a single memo signed by
both. The RTO will then in writing
notify the PMO and request that the
rating be changed.

6–1.2.4.2.2.2.2. Disagreement is not
Resolved

If the property owner and the rated
Participant cannot resolve the
disagreement, the rated Participant must
notify the RTO in writing requesting
review and resolution. The request will
set out the basis of the disagreement,
actions taken to resolve the
disagreement, and include a copy of the
letter to the property owner and any
records that may have been made of
conversations, meetings, or
correspondence with the property
owner. The RTO will then investigate
the disagreement, determine whether
any changes should be made in the
rating, and if so, advise the PMO in
writing. The RTO’s determination is
final and not reviewable by the PMO.

6–1.2.4.2.2.3. Disagree with Rating by
the RTO

In the event the rated Participant
disagrees with the RTO’s evaluation, the
rated Participant must first notify the
RTO in writing setting out the basis of
the disagreement and requesting the
opportunity to resolve it.

6–1.2.4.2.2.3.1. Disagreement is
Resolved

If the RTO and the rated Participant
resolve the disagreement and that
resolution changes the RTO’s rating, the
RTO and the rated carrier must jointly
advise the PMO in single memo signed
by both.

6–1.2.4.2.2.3.2. Disagreement is Not
Resolved

If the RTO and the rated Participant
cannot resolve the disagreement, the
rated Participant and the RTO must
jointly request in a single memo signed
by both to the PMO that they request
resolution of the disagreement by the
PMO and agree to accept the findings of
the PMO without further appeal. The
request will set out the basis of the
disagreement, actions taken to resolve
the disagreement, and include a copy of
the letter to the RTO and any records
that may have been made of
conversations, meetings, or
correspondence by either party. The
PMO will then investigate the
disagreement, determine whether any
changes should be made to the rating,
and if so, advise the rated Participant
and the RTO in writing, and correct the
rating. If the rated Participant and the
RTO cannot agree to jointly request
review and resolution by the PMO, the
original rating will remain in effect.

6–1.2.4.2.2.4. Oral Appeals
Oral appeals will be construed as

without merit and rejected.

6–1.3. Inspection of Sorting for Partial
Withdrawal From Sit [old I6.1]

The employee or any other person
responsible for payment of the freight
charges will have the right to be present
at the Participant’s facility during the
sorting of the property. The Participant
will deliver, or the employee has the
option to pick up, the property.

6–2. Acceptance by the Government [old
D6–2]

Acceptance of the services as
satisfactorily performed shall be as
determined under such conditions as
the RTO specifies.

6–3. Inspection by the Participant
(Prepacked Items)

6–3.1. General [old D6–3]
The Participant is responsible for all

packing. The Participant is authorized
to inspect all prepacked goods to
ascertain the contents and determine
that only articles not otherwise
prohibited by this HTOS are contained
in the shipment.

6–3.2. Repacking of Owner-Packed
Items [old D6–3]

The Participant is authorized to
determine that owner packed goods
require repacking. Such repacking will
be performed by the Participant in a
Participant-provided container. The
Government will bear the costs for
repacking in this instance, subject to the
provisions of Paragraph 7–6 of this
HTOS.

Section 7—Payment of Charges

7–1. Payment of Charges

7–1.1. Billing of Charges

7–1.1.1. Applicable Rate [old D7–1 &
I7.1]

All charges for transportation and
related services for shipments handled
shall be in accordance with the lowest
applicable tariff or tender, and will be
billed to the civilian executive agency
shown in the ‘‘Bill Charges to’’ block on
the GBL (SF1103 or SF1203). The
Participant’s public voucher for charges
must be supported by the documents
specified in HTOS Paragraphs 7–1.2
through 7–1.10, below as applicable.
Failure to submit any of the documents
shall result in non-payment of the
associated charges.

7–1.1.2. Applicable Rate in Absence of
Accepted Rate [old I7.1]

Acceptance and movement of a
shipment by the Participant over routes
for which the Participant has no
accepted rates or whose rates have been
canceled shall constitute an agreement
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by that Participant to perform the
transportation services at the lowest rate
filed by any Participant on that route.

7–1.1.3. Applicable Charges on
Overweight Shipments [old I7.1]—
International Only

In accordance with HTOS Paragraph
9–2.1.2.2 and in the event that the RTO
requires notification of overweight
shipments and the Participant fails to
notify the RTO in accordance with his/
her instructions and moves the
shipment from origin to destination,
including any intermediate point(s) and
the location of SIT, the Participant may
collect from the Government without
recourse to the relocating employee as
transportation and accessorial service
charges, including terminal services, an
amount equal to the charges accruing to
the authorized shipment weight.

7–1.1.4. Applicable Weight When
Reweigh Performed [old I7.1]

When a shipment is reweighed in
accordance with HTOS Paragraph 4–
10.4, charges will be based on the
reweigh weight. In the event the
reweigh information is not available at
the time of the Participant’s initial
submission of its Public Voucher for
Transportation Charges, SF1113, the
Participant will either present a
supplemental billing adjusting the
transportation charges, or adjust
supplemental billings to reflect the
reweigh weight.

7–1.1.5. Substitute Documents In Lieu
of Lost Government Bill of Lading
(SF1103 or SF1203) [old I7.1]

If the original GBL is lost or
destroyed, the Participant shall forward
the freight waybill original (SF1105 or
SF1205) to the Federal agency billing
office for payment. Duplicate or
reproduced copies of SF1105’s or
SF1205’s are not acceptable. If both the
original GBL, SF1103 or SF1203, and
the freight waybill, SF1105 or SF1205,
are lost, the Participant shall request
and be provided a certified true copy of
the issuing office’s Memorandum Copy,
SF1103A or SF1203A, for use as a
substitute billing document. If the
original GBL is located and made
available to the Participant before
settlement is made, the Participant shall
return the memorandum copy to the
issuing office. If the original GBL is

found after settlement, the Participant
shall forward the bill to the appropriate
issuing office for proper voiding.

7–1.2. Original Public Voucher for
Transportation Charges (SF1113) [old
D7–1]

The Participant must include on the
SF1113 the following items: (a) The
required transit time for the shipment,
as set forth in this HTOS; (b) The actual
transit time for the shipment; (c)
Taxpayer ID Number; and (d) The Late
Delivery Reduction assessed as a
deduction from total charges in
accordance with HTOS Paragraphs 11–
1.3 or 11–1.4, as applicable.

7–1.3. Government Bill of Lading (GBL)
[old D7–1]

Original Government Bill of Lading or
certified copy of the original waybill
and other Government approved
documentation.

7–1.4. Scale Tickets [old D7–1]

Scale tickets determining net weight
(original weighing and reweighing) with
proper identification of the shipment
thereon and, if applicable, a copy of the
written request for reweighing.

7–1.5. Authorization for Diversion or
Reconsignment [old D7–1]

Written authorization for diversion or
reconsignment.

7–1.6. Approvals and Authorization for
Waiver [old D7–1]

If additional charges are to be
assessed as a result of a waiver or
approval, written authorization is
required for a waiver of any
requirements stated herein and any
written approvals for changes.

7–1.7. Advanced Charges [old I7.1]

Charges advanced by Participant for
services of others engaged with the
authorization of the RTO will be
supported by the Participant with the
RTO’s authorization, a copy of the
invoice setting forth services rendered,
charges and basis thereof (including
reference to any applicable tariff, price
list, rate schedule, or similar statement
of rates and charges). The charges so
advanced are in addition to and shall be
paid with all other lawful rates and
charges.

7–1.8. Miscellaneous Charge [old I7.1]

Any cost incurred by the Participant
for a service outside the terms of this
HTOS, authorized by the RTO, and
provided by the Participant will be
billed as a miscellaneous charge. A
description of the service, the RTO’s
authorization, and the basis for the
computation of the charge is required.

7–1.9. DD Form 619 or Comparable
Commercial Form [old D7–1]

Original ‘‘Statement of Accessorial
Services Performed’’ (DD Form 619) or
comparable commercial form when
charges are assessed for accessorial
services, not including SIT. Each
household appliance serviced will be
identified to show the kind, make,
model, or the name of the manufacturer;
and

7–1.10. DD Form 619–1 or Comparable
Commercial Form [old D7–1]

Original ‘‘Statement of Accessorial
Services Performed—SIT Delivery and
Reweigh’’ (DD Form 619–1) or
comparable commercial form, when
charges are assessed for SIT delivery.
Net or gross weight, whichever is
applicable, will be noted on the DD
Form 619–1.

7–1.11. GSA Industrial Funding Fee
(IFF)

7–1.11.1. Remittance of GSA IFF. [old
D7–1]

The GSA IFF will be remitted to GSA
on the basis of shipments billed as
reported, in accordance with the
provisions of HTOS Paragraph 9–3.1.2.
The remittance may be transmitted
either by check or by electronic funds
transfer.

7–1.11.1.1. Remittance by Check [old
D7–1]

Checks shall be made payable to
‘‘GSA–GL474.1[SCAC Code]’’; e.g.,
‘‘GSA–GL474.1 [YZAB] and mailed to
General Services Administration,
Accounts Receivable, P.O. Box 73221,
Chicago, IL 60673.

7–1.11.1.2. Remittance by Electronic
Funds Transfer [old D7–1]

Payments submitted by electronic
funds transfer should be submitted in
accordance with the below listed
format.
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Sample Funds Transfer Message Format
[

[1]
[2] [3]
[4] [5] [7]

[8]
[9]
[10]
[11]
[12]

EXPLANATION OF REFERENCES

Ref. Name GSA required fill Explanation

{ 1} ..................... Priority code ........................... Provided by the sending bank. Note: Some Federal Re-
serve district banks may not require this item.

{ 2} ..................... Treasury Department Code ... 021030004 ............................. The nine-digit identifier is the routing symbol of the United
States Treasury. This item is a constant and is required
for all funds trasnfer messages note to the United States
Treasury.

{ 3} ..................... Type Code ............................. The type code will be provided by the bank.
{ 4} ..................... Sending Bank Code ............... The nine-digit sending bank code will be provided by the

sending bank.
{ 5} ..................... Class Code ............................ The class code may be provided by the sending bank at its

option (if permitted by the Federal Reserve district bank).
{ 6} ..................... Reference Number ................ The reference number may be inserted by the sending bank

to identify the transaction.
{ 7} ..................... Amount ................................... The amount will include the dollar sign and the appropriate

punctuation including cents digits. This item will be pro-
vided by the depositor.

{ 8} ..................... Sending Bank Name .............. The telegraphic abbreviation which corresponds to item { 4}
will be provided by the sending bank.

{ 9} ..................... Treasury Department Name .. Treas NYC/(47000016) GSA This item is of critical importance. It must appear on the
funds transfer message in the precise manner as stated
to allow for the automated processing and classification of
the funds transfer message to the agency location code
of the appropriate agency.

The item is comprised of a rigidly formatted, non-variable
sequence of 15 characters as shown.

{ 10} ................... Information ............................. GSA Shipment Surcharge ..... This item identifies the purpose of payment.
{ 11} ................... Information plus SCAC .......... GL474.1 [YZAB] ..................... This item identifies the account in GSA.
{ 12} ................... Information ............................. Payment for [SCAC] .............. This identifies the Participant making the payment. For

[SCAC] substitute the Participant’s Standard Carrier
Alpha Code.

Example:
2

02103004 10
011000390 0650 $1,500.00

FIRST BOS
TREAS NYC/(47000016)GSA
GSA INDUSTRIAL FUNDING FEE
GL474.1 YZAB
PAYMENT FOR YZAB

7–1.11.1.3. Remittance by Credit Card
RESERVED.

7–1.11.2. Failure To Submit Remittance
[old D7–1]

The failure to submit the remittance
as required by this HTOS Paragraph and
in accordance with the time frames
established in HTOS Paragraph 5–17
will result in immediate placement in
temporary nonuse pending revocation of
the Participant’s approval to participate
in the CHAMP.

7–1.11.3. Application

7–1.11.3.1. First Shipment [old I7.1]

The first shipment of a relocation
performed pursuant to this HTOS is
defined as a surface shipment of
household effects, shipment of a
privately owned vehicle, and/or a
shipment of unaccompanied air
baggage, all or any one of which are
tendered to the Participant by the
shipping Federal agency at the same
time or within six months of the tender
of the first component of the first
shipment.

7–1.11.3.1.1. Supplemental Shipments
[old I7.1]

A supplement shipment of a
relocation performed pursuant to this
HTOS is defined as any surface
shipment, shipment of a privately
owned vehicle, or unaccompanied air
baggage shipment tendered to the
Participant by the shipping Federal
agency after six months from the date of
the tender of the first component of the
first shipment.
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7–1.11.3.2. Exclusions

7–1.11.3.2.1. Shipments in Storage-In-
Transit [old I7.1]

The GSA Shipment Surcharge does
not apply to the pickup or delivery of
a shipment to or from SIT when that
shipment was stored in transit as part of
the first shipment of a relocation as
defined in HTOS Paragraph 7–1.11.3.1,
above, or when that shipment was a
supplemental shipment as defined in
HTOS Paragraph 7–1.11.3.1.1, above.

7–1.12. Adjustment Based on Rate
Differentials Involved in the Use of
Foreign Flag Shipping—International
Only [old I7.1]

Adjustments in rates will be
permitted when rate differentials are
involved due to the use of Foreign Flag
Shipping. A Justification Certificate
(HTOS Section 15) is required for the
use of a Foreign Flag vessel. When
increases or decreases occur in rates due
to the use of Foreign Flag Shipping,
billing and documentation submitted in
connection with the ITGBL shipment,
will have differences between the
Foreign Flag vessel rate and the rate
used in computing the accepted
transportation single factor rate (SFR),
adjusted in favor of the Participant or
the Government on the basis of the
ocean freight bill which must be
submitted to support each Government
Bill of Lading. An example of the
adjustment required in the event of an
ocean rate increase would be.

ITGBL Shipment Adjustment
Example.
PROBLEM. 3,000 lb., 450 × $32.00 per

cwt. Cubic Ft., ITGBL Rate $32.00
per cwt.

STEP 1. 3,000 lb. = $960.00.
STEP 2. Ocean rate used in constructing

the effective ITGBL rate. 81 cents
per cubic foot.

STEP 3. Paid to Foreign Flag ocean
Participant as shown on freight bill.
90 cents per cubic foot.

STEP 4. Supplemental charge for ocean
freight as stated on the ocean freight
bill and computed in accordance
with the measurement rule stated in
tariff governing the rate. 450 cubic
feet at 9 cents per cubic foot =
$40.50.

STEP 5. Total charges due ITGBL
Participant $1,000.50.

7–2. Payment in the Event of Shipment
Termination [old I7.2]

7–2.1. Domestic Only

In the event a Participant’s right to
provide services is terminated by the
RTO as provided in HTOS Paragraph 8–
1.1.17.1, the Participant will be paid up

to the point of termination for services
actually performed. Payment to the
terminated Participant will be based on
the actual services performed, less the
difference between the terminated
Participant’s billing and the billing of
the replacement Participant.

7–2.2. International Only

In the event a Participant’s right to
provide services is terminated by the
RTO as provided in HTOS Paragraph 8–
1.1.17.2, the Participant will be paid up
to the point of termination on a prorated
basis for the services actually
performed. The basis of proration shall
be negotiated between the RTO and the
Participant. Upon determination, the
RTO’s decision shall be final and
conclusive.

7–3. Valuation Charges [old D7–2]

Although the liability in excess of that
declared by the shipping Federal agency
is an expense of the owner, the charges
will be billed by the Participant to the
finance office of the Federal civilian
executive agency sponsoring the
shipment and identified as a separate
item of billing.

7–4. Charges Storage-In-Transit

7–4.1. General.—International Only [old
I7.4]

Except as specifically provided for
herein, each portion of the shipment
will be rated at the applicable rate in
effect on the date of initial pickup of the
shipment, based of the total weight of
the entire shipment.

7–4.2. Warehouse Handling Charges
[old D7–4]

Warehouse handling charges for
shipments placed in SIT will be in
accordance with the applicable tariff
and/or tender for the destination
municipality shown on the GBL, unless
otherwise specifically authorized by the
RTO. In the event the use of trailers,
vans, public warehouses, and self
storage units is approved, one-half the
applicable warehouse handling rate will
be paid.

7–4.3. Storage Charges [old 7.4.3]

Storage charges for shipments placed
in SIT will be in accordance with the
applicable tariff and/or tender for the
destination municipality shown on the
GBL, unless otherwise specifically
authorized by the RTO. In the event the
use of trailers, vans, public warehouses,
and self storage units is approved, one-
half the applicable storage rate will be
paid.

7–4.3.1. Storage Charges at
Destination—International Only [old
I7.6]

When storage-in-transit is at
destination, charges, including charges
for additional services, advances, and
other properly authorized charges will
be billed after storage-in-transit is
completed. This provision is applicable
to temporary storage only.

7–4.4. Pickup or Delivery Charges.—
Domestic Only [old D7–4]

Pickup or delivery charges for
shipments placed in SIT will be in
accordance with the applicable tariff
and/or tender for the destination point
shown on the GBL, unless otherwise
specifically authorized by the RTO.

7–4.4.1. Pickup or Delivery Charges.—
International Only [old I7.6]

On shipments delivered from SIT, the
applicable transportation charges will
be the delivery transportation rate from
nearest available Participant’s agent
DoD/DOS approved SIT facility at
destination shown in the ‘‘Consignee
Block’’ to final destination point.

7–4.4.2. Use Of A Facility For The
Participant’s Convenience [old I7.6]

Should the Participant use a more
distant facility in excess of it’s nearest
facility for its own convenience, SIT and
related charges will be based on the
Participant’s agent’s nearest available
DoD/DOS approved facility. Nearest
available Participant’s agent DoD/DOS
approved storage facility is defined as
that Participant’s agent’s facility which
has DoD/DOS approval, has space for
the shipment, and is accepting Federal
civilian non-DoD traffic from the
Participant.

7–4.4.3. Agent Refusal Of SIT
Shipment.—International Only [old
I7.6]

If the agent refuses to accept a
shipment, e.g., because of the
Participant’s refusal to provide a waiver
and/or due to the Participant’s poor
payment history, the agent’s facility will
be considered ‘‘available’’ for purpose of
determining charges irrespective of
what destination warehouse the
Participant uses.

7–4.4.4. Delivery/Pickup at a Mini-
Storage Warehouse [old I7.6]

Except as otherwise provided herein,
if shipment is delivered to or picked up
at a mini storage warehouse, the rates
for transportation include only the
unloading or loading at door, platform,
or other point convenient or accessible
to the vehicle.
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7–4.4.5. Reduction In Charges [old
I7.6]

In the event the storage occurs at a
point other than the Participant’s agent’s
nearest available facility, regardless of
the cause and without the approval of
the RTO, and in the event that the
transit time for delivery from the actual
point of storage to the final destination
exceeds the transit time between the
Participant’s agent’s nearest available
facility and the final destination, the
total charges shall be subject to a
reduction equal to the Government paid
cost of temporary quarters for the excess
transit time.

7–4.5. Charges Applicable to Portion
[old I7.6]

The transportation charges to apply
on a portion of a storage-in-transit
shipment delivered from warehouse
location to destination will be the
applicable transportation rate based on
the weight of such portion, subject to
the provisions of HTOS Paragraph 7–
4.7.

7–4.6. Overflow [old I7.6]
On property consigned to storage-in-

transit wherein an overflow of property
requires that a split shipment be
delivered to the warehouse on different
dates, the charges for such property will
be as follows: (1) Transportation charges
from initial point of pick up to
warehouse location will be based on the
combined weight of the property stored
in transit, and computation of
transportation charges will be as
provided in HTOS Paragraph 7–4.8; (2)
storage charges in effect on date of
initial pick up will apply and be
assessed separately on each portion of
shipment stored in transit, except the
1,000 pound minimum weight will
apply to the combined weight of
property stored in transit. Storage will
be rated separately on each portion
added; (3) warehouse handling charges
will apply only once, based on the
combined weight of the property stored
in transit; (4) all subsequent charges will
be based on the combined weight of the
property stored in transit.

7–4.7. Withdrawal of Property [old I7.6]
During storage-in-transit, the property

owner may withdraw a portion of the
property. When the selection of items
requires unstacking and/or restacking of
the shipment or a portion of the
shipment, charges for such handling
will be assessed in accordance with
labor charges. Charges for transportation
furnished, if any, for portion selected for
delivery will be assessed on the same
basis as would apply to that portion as
an individual shipment. The following

will be applicable to the portion
remaining in storage: (1) Storage charges
will continue to apply on the weight of
remainder of the property and (2)
Charges for transportation furnished, if
any, for the delivery of the remainder of
the property will be assessed on the
same basis as would apply to that
portion as an individual shipment.
Billing of charges incident to partial
withdrawal of property will be in
accordance with the instructions of the
RTO.

7–4.8. Placement in SIT on Different
Dates [old I7.6]

When property is placed in SIT in
segments on different dates, the
transportation rates and additional
service charges in effect on the date of
the pickup of the initial shipment will
apply to each property segment placed
in SIT.

7–4.9. Removal From SIT and Extra
Pickup [old I7.6]

When property is removed from
storage-in-transit and extra pickups are
ordered, the transportation rates and
additional service charges in effect on
the date of the pickup of the initial
shipment will apply based on the
weight of the property removed from
SIT or constituting the extra pickup.

7–4.10 Exceptions to Item 118 of the
GRT (RFO 2–7.13)

The provisions of item 118 of the
GRT, Attempted Delivery to Residence
from SIT, will not apply: (1) When the
delivery is attempted after 5:00 p.m. or
before 8:00 a.m., unless previously
agreed to or requested by the shipper;
(2) when the delivery is attempted
between the hours of 8:00 a.m. and 5:00
p.m. but at a time other than that
previously requested or agreed to by the
shipper; or (3) if delivery is not
attempted or shipper is not otherwise
contacted within 90 minutes of the
prearranged and agreed to delivery time.

7–5. Charges For Lost Or Destroyed
Shipment

7–5.1. Total Loss [old D7–5]

The Participant shall not collect, or
require, a payment of any charges when
the shipment is totally lost or destroyed
in transit. Notwithstanding any other
provisions of this HTOS Paragraph, the
Participant shall collect, and the shipper
shall be required to pay, any specific
valuation charge that may be due. This
HTOS Paragraph shall not be applicable
to the extent that any such loss or
destruction is due to the act or omission
of the shipper.

7–5.2. Partial Loss [old D7–5]
In the event that any portion, but less

than all, of a shipment of household
goods is lost or destroyed in transit, the
Participant shall refund that proportion
of its charges (including any charges for
accessorial or terminal services)
corresponding to that portion of the
shipment which is lost or destroyed in
transit. In order to calculate the charges
applicable to the shipment as delivered,
the Participant shall multiply the
percentage corresponding to the portion
of the shipment delivered by the total
charges applicable to the shipment as
tendered by the shipper. If the charges
so computed exceed the charges
otherwise applicable to the shipment as
delivered, the lesser of those charges
shall apply. Notwithstanding any other
provisions of this HTOS Paragraph, the
Participant shall collect, and the shipper
shall be required to pay any specific
valuation charge that may be due. The
provisions of this HTOS Paragraph shall
not be applicable to the extent that any
such loss or destruction is due to the act
or omission of the shipper or Acts of
God. Participants shall determine, at
their own expense, the proportion of the
shipment not lost or destroyed in
transit.

7–5.3. Partial Loss Involving More Than
One Vehicle—International Only [old
I7.7]

In the event of the loss or destruction
of any part of a shipment being
transported on more than one vehicle,
the collection of charges as provided in
HTOS Paragraph 7–5.2 of this item will
also be in conformity with the
requirements of this item.

7–6. Charges for Repacking Prepacked
Items [old D7–6]

The Government will bear the costs
for the Participant repacking owner-
packed goods that the Participant has
determined require repacking. The
charges for such repacking shall be
based on the actual size of the carton(s)
provided, subject to the Max-pack
provisions of the Participants’ bureau
issued interstate government rate
tender.

7–7. Charges for Reweigh [old I7.5]
There will be no charge for a reweigh.

7–8. Application of Prompt Payment Act
[old I7.4]

The Prompt Payment Act, 31 USC
3901, et seq., applies to shipments
transported under this HTOS.

7–9. Payment of Debt [old I7.10]
Should any Federal agency be advised

that a Participant filing rates under the
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terms of this HTOS has failed to comply
with the terms of an arrangement
entered into between the Participant
and an agency of the Federal Claims
Collection Act of 1966 relating to
transportation services, that Federal
agency may place the Participant in
nonuse or disqualification status until
such time as the arrangement entered
into by the Participant has been
complied with.

7–10. Excess Costs—International Only
[old I7.11]

To enable the Government to collect
excess costs incurred due to
Participants/forwarders defaulting on
shipments contained in transit,
Participants assuming the onward
movement will maintain records of all
excess costs including demurrage,
storage, etc., over and above those
normally associated with a shipment.

7–11. Charges for Crating Services

Crating services will be quoted, billed
and paid as provided in the GRT. If a
third party is used to provide crating
services and the charges are in excess of
those provided in the GRT, the GBLIO/
RTO has the authority to waive and
negotiate the excess crating charges in
whole or in part, based on the
circumstances of the use of third party
services.

7–12. Excessive Distance Carry

Notwithstanding any other provisions
of the Item 160 of the GRT, any
reference to a distance of less than 100
feet will be construed as 100 feet.

Section 8—Responsibilities and
Authorities

8–1. Responsible Transportation Officer
Responsibilities and Authorities

8–1.1. General

8–1.1.1. Contractor As Responsible
Transportation Officer. [old D8–1 & I8.1]

In those instances where a shipment
is managed by a third party relocation
contractor, pursuant to a contract
awarded by GSA or a Federal civilian,
non-DOD, agency, the contractor shall
have the responsibilities and
authorities, to the extent not limited or
modified by the contract, set out in this
HTOS for the RTO and/or the GBL
Issuing Office.

8–1.1.2. General Services Officer (GSO)
As Responsible Transportation Officer
(RTO) [old I8.1]

For the purposes of this HTOS and
where reference is made to the RTO for
the authorization of services at foreign
origins/destinations, the GSO shall be

construed to have the same authority as
the RTO.

8–1.1.3. Participant Liability [old D8–1]

The RTO must establish and authorize
in writing on the GBL the level of
service, as set out in HTOS Paragraph
10–1.2, to be provided by a Participant
in furnishing transportation services.

8–1.1.4. Expedited Service [old D8–1]

The RTO must authorize in writing
expedited service.

8–1.1.5. Designation of Agent—
International Only [old I8.1]

If required by the shipping Federal
agency, the RTO is authorized to direct
the use of specific agents for
performance of origin and destination
services.

8–1.1.6. Telephonic Premove Surveys
[old D8–1]

The RTO must, in accordance with
HTOS Paragraph 4–2.2, approve in
writing telephonic premove surveys.

8–1.1.7. Use of Crates [old D8–1]

The RTO must in accordance with
HTOS Paragraphs 4–4.2, 4–4.4.2.1, and
4–4.5.7 approve in writing the use of
crates.

8–1.1.8. Shuttle Service (Impracticable
Operation) [old D8–1]

The RTO must approve in writing the
use of shuttle service.

8–1.1.9. Transit Time [old D8–1]

The RTO must approve in writing
changes in transit time.

8–1.1.10. Inspection of Services and
Facilities [old D8–1]

The RTO is authorized, in accordance
with HTOS Paragraph 6–1.1 & 6–1.2, to
perform inspections of Participant
facilities and of Participant performance
of service.

8–1.1.11. Defective Performance [old
D8–1]

The RTO is authorized, in accordance
with HTOS Paragraphs 6–1.2.1 and 11–
1.1.3, to direct the Participant to correct
or reperform defective services.

8–1.1.12. Shipment Weight

8–1.1.12.1. Constructive Weight [old
D8–1]

The RTO must, in accordance with
HTOS Paragraph 4–10.5, approve in
writing the use of constructive weight.

8–1.1.13. Indirect Routing [old D8–1]

The RTO must, in accordance with
Paragraph 8–5.14.5.7.1, approve in
writing indirect routing of a shipment.

8–1.1.14. Use of Foreign Flag
Shipping—International Only [old I8.1]

The Responsible Transportation
Office must, in accordance with HTOS
Paragraph 4–1.2.1.2, approve in writing
the use of foreign flag shipping.

8–1.1.15. Use of Alternate Participant.—
Domestic Only [old D8–1]

The RTO must, in accordance with
Paragraph 8–5.15, approve use in
writing of an alternate Participant.

8–1.1.16. Diversion and Reconsignment

8–1.1.16.1. General [old D8–1]

The RTO must authorize and approve
in writing the diversion and/or
reconsignment of a shipment to a
destination area other than that
specified on the GBL.

8–1.1.16.1.1. International Shipments
[old I8.1]

The destination area is the territory
within a fifty (50) air mile radius of the
principal building of the United States
Embassy or United States Consulate in
the destination city or municipality
shown on the GBL. Instructions
furnished by the owner or his
representative to the Participant or its
agent to perform local drayage to any
point within the destination area shall
not constitute an order for diversion or
reconsignment. A shipment terminated
by the RTO in accordance with HTOS
Paragraph 8–1.1.17 will not constitute a
diversion.

8–1.1.17. Termination of Performance
[old D8–1]

The RTO is authorized to terminate
the right of the Participant to provide
the services or such part or parts thereof
as to which there has been delay,
refusal, or failure to complete and to
procure similar services on the open
market by contract or otherwise,
charging against the Participant any
excess cost occasioned to the
Government thereby, including any
applicable Late Delivery Reduction.

8–1.1.17.1. Domestic Only

Included with the meaning of delay,
refusal, or failure to complete
performance is the frustration of a
shipment or shipments due to (1)
nonpayment of agent’s fees and/or
charges by the Participant whereby the
shipment is being detained at an agent’s
facility; (2) detention of a shipment by
an origin/destination local agent for any
reason relative to Participant/agent
disputes; (3) non-traceable or non-
available documentation attributable to
the fault of the Participant or its agents;
(4) inability of the agent and/or
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Participant to pick up, transport, or
deliver a shipment in a timely manner.

8–1.1.17.2. International Only [old I8.1]
Included with the meaning of delay,

refusal, or failure to complete
performance is the frustration of a
shipment or shipments due to (1)
nonpayment of charges by the ITGBL
Participant whereby the shipment is
being detained by the ocean or motor
Participant either aboard a vessel or
within an ocean or motor terminal; (2)
nonpayment of port agent’s fees and/or
charges by a Participant whereby the
shipment is being detained at a port
agent’s facility by a port agent; (3)
detention of a shipment by an origin/
destination local agent for any reason
relative to Participant/agent disputes;
(4) non-traceable or non-available
documentation attributable to the fault
of the Participant or its agents; (5) port
congestion arising from the inability of
the port agent and/or Participant to book
and clear shipments in a timely manner.

8–1.1.18. Taking Possession of
Shipments.—International Only [old
I8.1]

When a Participant is placed in
worldwide nonuse by a civilian agency,
the RTO may take possession of their
agency’s shipments in the Participant’s
possession and move them via another
Participant to their final destinations.
The RTO or his/her authorized agents
may inspect local and port agent
facilities located in their area of
responsibility for shipments of subject
Participant still on hand and will be
responsible for the termination of these
shipments and arranging alternate
transportation to final destination.

8–1.1.19. Removal of Property From
Disapproved Facilities [old D8–1]

When a Participant’s facilities or the
facilities of its agent are disapproved for
further use, and the RTO or his
authorized representative considers it
necessary to remove the household
goods shipment to prevent damage or
contamination, the RTO is authorized to
direct the Participant to immediately
remove the property and place it in a
Government approved warehouse. The
cost of such removal will be at the
Participant’s expense and at no expense
to the Government or the property
owner.

8–1.1.20. Storage-In-Transit

8–1.1.20.1. SIT at Destination.—
Domestic Only [old D8–1]

The RTO must approve in writing SIT
in excess of 50 miles from the
destination and the charges applicable
to such storage location.

8–1.1.20.2. SIT at Destination.—
International Only [old I8.1]

The RTO must, prior to placement,
authorize and approve in writing the
placement of a shipment in SIT at
destination. The RTO must, in
accordance with HTOS Paragraphs 4–
11.3.2 and 7–4.3.1, authorize and
approve in writing SIT at a destination
location other than the Participant’s
agent’s nearest available DOD/DOS
approved storage facility, when used for
other than Participant convenience and
the charges applicable to such storage
location.

8–1.1.20.3. SIT at Other Than
Destination [old I8.1]

The RTO must, in accordance with
HTOS Paragraphs 4–11.3.1 and 7–4.3,
authorize and approve in writing SIT at
origin; or SIT at a destination location
other than the Participant’s agent’s
nearest storage facility, when used for
other than Participant convenience and
the charges applicable to such storage
location; or in excess of 50 miles from
the destination on an interstate or
intrastate location; or SIT involving the
use of trailers, vans, public warehouses,
and self storage units.

8–1.1.21. Approvals/Waivers of
Requirements [old D8–1]

Notwithstanding the provisions of
this Paragraph 8–1.1.3 and 8–1.1.20.3,
above, the RTO is authorized to waive
the requirements set forth is this TOS,
in whole or in part, on an individual
shipment because of the incompatibility
of such requirements with the
prevailing circumstances.

8–1.2. Filing of Claims

8–1.2.1. Claims for Equitable
Adjustment for Incomplete or Non-
Performance of Services [old D8–1]

The RTO is authorized to and
responsible for filing claims with the
Participant for equitable adjustment of
the shipment costs in the event of
incomplete or non-performance of
services.

8–1.2.2. Claims for Loss and/or Damage
to Property [old D8–1]

Unless waived to the property owner
(see HTOS Paragraph 8–4.6, below), the
RTO is authorized to and responsible for
filing claims for loss and/or damage
with the Participant.

8–1.3. Initial Decisions

8–1.3.1. Excusable Delay, Refusal, or
Failure [old D8–1]

When delay, refusal, or failure to
provide services is alleged by the
Participant to be excusable, the

decisions as to whether such delay,
refusal, or failure is excusable shall be
made only by the RTO. Causes beyond
the control and without the fault or
negligence of the Participant include,
but are not restricted to, acts of God or
the public enemy, strikes, freight
embargoes, and unusually severe
weather; provided, however, that this
provision shall not take effect unless the
Participant shall notify the Ordering
Officer immediately of the cause of any
such delay, refusal, or failure. In such
event, the Ordering Office will ascertain
the facts and the extent of delay, refusal,
or failure, advise the RTO who shall
then decide the excusability of the
delay, refusal, or failure to complete the
services. In the event the RTO
determines that the alleged delay,
refusal, or failure is inexcusable, the
Ordering Office shall determine whether
to terminate the order. The RTO shall
advise the PMO of its decision.

8–1.3.2. Settlement of Claims [old D8–
1]

In the event the Participant fails to
settle a claim within thirty (30) days of
receipt, or an additional thirty (30) days
in accordance with HTOS Paragraph 5–
12.3, or fails to settle a claim to the full
extent of its legal liability as determined
and to the satisfaction of the property
owner, the Federal agency paying the
costs of the services furnished pursuant
to this HTOS, or by the Ordering Office,
the RTO is authorized to make initial
decisions determinative of Participant
liability for: (a) Equitable adjustment for
incomplete or non-performance of
services; and/or, (b) loss of and/or
damage to real and personal property. In
making decisions determinative of
Participant liability, the RTO has the
right to interview the Participant, the
property owner or his designated
representative, review the Participant’s
settlement and all supporting schedules
and documentation, determine the
propriety of that settlement and, when
appropriate, direct the Participant to
resettle in the amount or amounts
determined proper by the RTO.

8–1.3.2.1. Delay in Claim Settlement
[old I8.1]

The RTO shall, in accordance with
HTOS Paragraph 5–12.3, authorize
extensions in time for Participant
settlement of a claim.

8–1.3.2.2. Claim Settlement Penalty
In the event that the Participant fails

to settle a claim within 30 days after
receipt due to Participants failure, the
Participant will pay a $25.00 per day
penalty to the Federal agency. The total
penalty shall not exceed $250.00. The
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RTO has the authority to waive the
penalty in whole or in part based on
circumstances of the delay.

8–1.3.3. Effect of Initial Decisions [old
D8–1]

Unless appealed to the Program
Manager, initial decisions of the RTO
shall be final and conclusive upon the
Participant.

8–1.3.4. Setoff [old D8–1]

In the event the Participant refuses to
settle a claim in accordance with the
RTO’s initial decision or after a final
decision by the Program Manager, the
RTO is authorized to initiate such action
as is necessary to collect from any
monies due the Participant, by setoff or
otherwise, the settlement determined
proper by the RTO or the Program
Manager.

8–1.3.4.1. High Risk Item Programs [old
I8.1]—International Only

The RTO must establish and authorize
in writing, in accordance with HTOS
Paragraph 10–1.6, the terms and
conditions of any program limiting a
Participant’s liability for items of high
risk.

8–1.3.5. Scheduling Service

8–1.3.5.1. On Saturday, Sunday, or
Holidays [old I8.1]

The RTO must authorize and approve
in writing prior to performance the
beginning of any service that may be
scheduled for Saturday, Sunday, local
holidays, or Federal holidays.

8–1.3.5.2. For Completion After 5PM,
Local Time—Domestic Only [old D5–4]

The RTO, the owner or his/her
designated representative may authorize
and must approve in writing the
beginning of any service that will not
allow completion by 5pm, local time.
Work completed after 5pm is at no cost
to the Government.

8–1.3.5.3. For Completion After 5PM,
Local Time.—International Only [old
I8.1]

The RTO must authorize and approve
in writing the beginning of any service
that will not allow completion by 5pm,
local time. Work completed after 5pm is
at no cost to the Government.

8–1.3.6. Services Beyond Those
Specified in the HTOS [old I8.1]

The RTO must authorize and approve
in writing prior to performance the
Participant furnishing of any services
and the charges therefor that are outside
the scope of this HTOS.

8–1.3.7. Packing and Stuffing of
Containers [old I8.1]

The RTO must, prior to performance,
authorize and approve in writing the
packing and stuffing of liftvans and
overflow boxes at a location other than
the origin residence.

8–1.3.8. Inaccessible Locations [old I8.1]
The RTO must in accordance with

HTOS Paragraph 4–3.5 approve in
writing the removal or placement of
property from or to inaccessible
locations.

8–1.3.9. Shipment Weight

8–1.3.9.1. Reweigh [old I8.1]
The RTO must, in accordance with

HTOS Paragraph 4–10.4, approve the
reweigh of a shipment.

8–1.3.10. Use of Third Parties [old I8.1]
The RTO must, in accordance with

HTOS Paragraphs 4–5.2, approve the
use of third parties.

8–1.3.10.1. Payment of Release Fees and
Setoff—International Only [old I8.1]

The RTO is authorized to pay any
charges necessary to release a shipment,
and to initiate action for setoff of
expenses incurred by the Government
which are in excess to those which
would have been incurred if the
Participant had maintained total
through movement of the shipment.

8–1.3.10.2. Extension of Storage—
International Only [old I8.1]

The RTO is authorized in accordance
with HTOS Paragraph 4–11.1 to
negotiate storage beyond 180 days.

8–1.3.10.3. Use of Non-Commercial
Facilities [old I8.1]

The RTO must in accordance with
HTOS Paragraph 4–11.2 approve in
writing the use for storage-in-transit of
trailers, vans, public warehouses, self
storage units, or any other facility not
normally used in the normal course of
business for the receipt and storage of
household goods.

8–1.3.10.4. Ordering Partial Withdrawal
From Sit [old I8.1]

The RTO must prior to withdrawal
authorize and approve the partial
withdrawal of property from SIT and
inform the Participant of the billing
instructions.

8–1.3.11. Removal or Placement of
Property From or to Inaccessible
Locations [old I8.1]

The RTO must prior to
commencement of performance
authorize and approve in writing the
removal or placement of property from

or to attics, basements, and other
locations, and to make property
available to the Participant where the
location of property and goods to be
shipped or delivered is (1) not
accessible by a permanent stairway
(does not include ladders of any type),
(2) not adequately lighted, (3) does not
have a flat continuous floor, or (4) does
not allow a person to stand erect. The
RTO must also, prior to commencement
of performance, authorize and approve
in writing the charges therefor.

8–1.3.12. Document Preparation and
Annotation [old I8.1]

To the extent applicable and not
otherwise specifically stated herein, the
Ordering Office is responsible for
preparation of the GBL, SF1103 or
SF1203.

8–1.3.13. Document Distribution [old
I8.1]

The Ordering Office is responsible for
distributing the GBL in accordance with
its agency procedures.

8–2. Program Manager Responsibilities
and Authorities [old 8.3]

8–2.1. Participant Request to Participate
[oldD8–3]

The Program Manager is authorized to
approve or reject, in accordance with
Section 2, an applicant’s request to
participate in the Centralized
Household Goods Traffic Management
Program.

8–2.2. Participant Rate Filing [old D8–
3]

The Program Manager is authorized,
in accordance with Section 3 to
approve, reject, or require the correction
of a Participant’s rate filing.

8–2.3. Handling of Participant Appeals

8–2.3.1. Revocation of Approval [old
D8–3]

In the event a Participant appeals in
accordance with the provisions of HTOS
Paragraph 8–5.11.1 a proposal to revoke
approval of the Participant to participate
in this Program, the PMO shall handle
the appeal in accordance with the
provisions of Federal Acquisition
Regulations (FAR), Subpart 9.407–3 (48
CFR 9.407–3); provided, however, that
any reference to temporary nonuse in
said regulation shall be construed as
meaning revocation of approval.

8–2.3.2. Temporary Nonuse,
Suspension, and Debarment [old D8–3]

In the event a Participant appeals the
Government’s proposal to place it in
temporary nonuse, suspension, or
debarment, the Government shall
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handle the appeal in accordance with
the provisions of FAR Subpart 9.407–3
(48 CFR 9.407–3).

8–2.3.3. Corrective Actions [old D8–3]

In the event a Participant appeals in
accordance with the provisions of HTOS
Paragraph 8–5.11.3 corrective actions
required as a result of an on-site review
in accordance with HTOS Paragraph 6–
1.1, the PMO shall handle the appeal in
accordance with the provisions of FAR
Subpart 9.407–3 (48 CFR 9.407–3);
provided, however, that any reference to
temporary nonuse in said regulation
shall be construed as meaning corrective
actions.

8–2.3.4. Performance Reports [old D8–3]

In the event a Participant appeals in
accordance with the provisions of HTOS
Paragraph 8–5.11.4 performance
information provided in accordance
with HTOS Paragraph 9–5.1.1, the PMO
shall consider only those items which
are factual in nature and shall inform
the Participant of the result of its review
within 30 workdays of receiving the
Participant’s submission or
presentation.

8–2.3.5. Claims [old D8–3]

In the event a Participant disagrees
with an initial decision of the RTO and
a satisfactory agreement cannot be
reached, the Program Manager is
authorized after review of all relevant
and necessary information to issue a
final decision on the matter in dispute.

8–2.4. Review of Records [old D8–3]

The Program Manager and any of his
duly authorized representatives shall,
until the expiration of three years after
final payment under this agreement, or
of the time periods for the particular
records specified in Subpart 4.7 of the
Federal Acquisition Regulation (48 CFR
4.7), whichever expires earlier, have
access to and the right to examine any
books, documents, papers, and records
of the Participant involving transactions
related to this HTOS or compliance with
any clauses thereunder. The Participant
shall furnish, upon request, copies of all
documents/records deemed necessary
by the Program Manager or his designee.
The Participant shall furnish copies of
such records at no cost to the
Government.

8–2.5. Performance Reports (Quarterly)
[old D8–3]

The PMO shall furnish Participants a
performance report. This report will be
furnished to the Participant on a
calendar quarter basis, and shall either
contain information derived from GSA
Forms 3080 received during the

previous quarter pertaining to
shipments handled by the Participant or
consist of copies of the GSA Forms 3080
received during the previous quarter.

8–2.6. Performance Reports (Annual)
[old D8–3]

The PMO shall publish an annual
report based upon information from
GSA Forms 3080 received during the
previous calendar year and such other
information as the PMO deems
appropriate.

8–3. Temporary Nonuse, Suspension,
Debarment

8–3.1. By Program Management Office
[old D8–4]

The PMO is authorized to place a
Participant in a temporary non-use
status in accordance with the
procedures in the Federal Management
Regulations (FMR) Part 102–117. (41
CFR Part 102–117) The PMO, in
accordance with the procedures in the
FMR Part 102–117, is authorized to refer
a Participant for suspension or
debarment.

8–3.1.1. Basis for Temporary Nonuse

8–3.1.1.1. General [old I8.3]

The bases specified below
supplement those cited in the
applicable FMR and are not to be
considered exclusive. Repeated
instances of the following or other acts
within the compass of the FMR may
form the basis for suspension or
debarment. Temporary nonuse action
may be initiated without regard to other
Participants or their individual
performance.

8–3.1.1.1.1. Agency Agreement
Termination-International Only [old
I8.3]

In the event the Participant’s agent is
terminated and the Participant does not
establish an agency agreement with a
new agent within the time period
specified in HTOS 5–5, the Participant
may be placed in temporary nonuse
until a new agency agreement is
effected.

8–3.2. By Shipping Federal Agencies

8–3.2.1. General [old I8.3]

RTOs of the shipping Federal agency
are authorized to place a Participant or
agent in a temporary nonuse status in
accordance with the procedures in the
Federal Management Regulations (FMR)
Part 102–117. (41 CFR Part 102–117)
The RTO, in accordance with the
procedures in the FMR Part 102–117, is
authorized to refer a Participant for
suspension or debarment.

8–3.2.2. Basis for Temporary Nonuse

8–3.2.2.1. General [old I8.3]

The basis specified below supplement
those cited in the applicable FMR and
are not to be considered exclusive.
Repeated instances of the following or
other acts within the compass of the
FMR may form the basis for suspension
or debarment. Temporary nonuse action
may be initiated without regard to other
Participants or their individual
performance.

8–3.2.2.2. Movement of Shipments
Without Proper Tarping [old I8.3]

The RTO may immediately place a
Participant in temporary nonuse when it
is discovered that the Participant has
moved shipments in line-haul service
which have not been properly tarped.

8–3.2.2.3. Violation of Tender of Service
[old I8.3]

The RTO may place a Participant in
temporary nonuse because of any
substantial violation or repeated
violation of any item of this HTOS or
failure to perform in accordance with
tariff/rate tender and/or other legal
requirements. If the action by the
Participant is sufficiently serious, the
RTO may place the Participant
immediately in temporary nonuse.

8–3.2.2.4. Lack of or Incomplete
Corrective Action [old I8.3]

The RTO may immediately place a
Participant in temporary nonuse in the
event that the Participant’s corrective
actions have not been actually taken.

8–3.2.2.5. Inventory Coding [old I8.3]

The RTO may place a Participant in
temporary nonuse for the continued
inventory practice of ‘‘mass’’ coding or
the totally inaccurate use of coding so
as to falsify the actual condition of
articles.

8–3.2.2.6. Improper Conduct [old I8.3]

The RTO may place a Participant in
temporary nonuse when Participant
personnel are reported by the RTO or
the owner as being under the influence
of alcohol, drugs, as using abusive
language, or engaging in abusive
conduct.

8–4. Owner Responsibilities

8–4.1. Limitation of Authority [old D8–
5 & I8.4]

Except for the reweigh service
provision in Section 4, no owner or
owner’s designated representative shall
have authority to make any agreement
with the Participant which shall
diminish the rights or increase the
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obligations of the United States
Government.

8–4.2. Adverse Weather Conditions [old
I8.4]

When packing, loading, unloading or
unpacking during adverse weather
conditions could create a potential
hazard to the owner’s household goods
or personal effects, such services will be
suspended until more favorable weather
conditions exists, unless otherwise
mutually agreed upon (in writing)
between the Participant and the owner.

8–4.3. Removal or Placement of
Property From or to Inaccessible
Locations [old I8.4]

The owner is responsible for the
removal or placement of property from
or to attics, basements, and other
locations, and to make property
available to the Participant where the
location of property and goods to be
shipped or delivered is (1) not
accessible by a permanent stairway
(does not include ladders of any type),
(2) not adequately lighted, (3) does not
have a flat continuous floor, or (4) does
not allow a person to stand erect.
Employees are not authorized to make
the Government liable for the charges
incident to the removal or placement of
property from or to inaccessible
locations.

8–4.4. Inspection and Acceptance [old
D8–5]

For the purpose of inspection of the
services provided pursuant to this
HTOS and in the absence of an
authorized representative of GSA, the
employing agency, the RTO, or the
property owner is authorized to perform
inspection of services in accordance
with the provisions of this HTOS, the
owner’s report of inspection shall be
administratively final.

8–4.5. Valuation [old D8–5]

Prior to the commencement of
services, the owner is authorized to
establish a level of service or declared
value in excess of that established by
the Government for the performance of
transportation services.

8–4.6. Claims [old D8–5]

When authorized by the RTO, the
owner of the property or his designated
representative is authorized to file
claims with the Participant for loss of
and/or damage to the property. Such
authorization need not be in writing.
(NOTE: Participants should note that it
is common practice for owners to file
claims directly with the Participant.
Owner filing of a claim is not grounds
to refuse settlement.)

8–4.7. Service Dates [old D8–5]

Unless otherwise established by the
RTO, the owner of the property is
authorized to and is responsible for
establishing with the Participant
specific dates for the performance of the
premove survey, packing, loading, and,
if applicable, delivery from storage-in-
transit.

8–4.8. Document Preparation and
Annotation.

8–4.8.1. Verification of Origin Inventory
[old D8–5]

The owner of the property is
responsible for verification of the
inventory listing and condition of items
at the time of pickup.

8–4.8.2. Verification of Destination
Inventory [old D8–5]

The owner of the property is
responsible for verification of the
inventory listing and condition of the
items at the time of delivery.

8–4.8.3. Annotation of Loss/Damage at
Delivery [old D8–5]

The owner of the property is
responsible in conjunction with the
Participant for annotating loss and/or
damage on the delivery documents.

8–4.8.4. Appraisals Of Property [old D8–
5]

The owner of the property is
responsible for having appraised by a
reputable company any highly valued
and/or antique property. A copy of the
appraisal may be furnished the
Participant prior to the move.

8–4.8.5. Extraordinary Value Inventory
[old D8–5]

If required by the Federal agency and
prior to packing, loading, and
subsequent pickup by the Participant,
the owner of property is responsible for
identifying and providing the
Participant with a listing of all items of
extraordinary (unusual) value.

8–4.8.6. Disassembly and Reassembly of
Property [old D8–5]

The owner of the property is
responsible for the disassembly and
reassembly of swing sets, other
playground equipment, television and
radio antennas, satellite dish antennas,
storage sheds, and other similar articles.
The draining and refilling of waterbeds
is the responsibility of the owner.

8–5. Participant Responsibilities

8–5.1. General [old D8–6 & I8.5]

The responsibilities specified in
HTOS Paragraphs 8–5.6 and old 8–5.15
below, are in addition to all other

requirements of this HTOS. To the
extent that any specific responsibility
pertains solely to a Participant, that
responsibility shall not be attributed to
or expected of an agent. To the extent
that any specific responsibility pertains
solely to an agent, that responsibility
shall not be attributed to or expected of
a Participant. To the extent that any
responsibility may be considered as
mutually shared by both Participant and
agent, that responsibility shall be
attributed to and expected of both the
Participant and the agent it uses. In
order not to prejudice the attribution of
responsibility, the term ‘‘Participant’’
shall be used through this HTOS
Paragraph.

8–5.2. Responsible for Acts or
Omissions [old D8–6]

Each Participant providing
transportation of household goods
subject to the provisions of the HTOS
shall be responsible for all acts or
omissions of any of its agents which
relate to the performance of household
goods transportation services (including
accessorial or terminal services) and
which are within the actual or apparent
authority of the agent from the
Participant or which are ratified by the
Participant.

8–5.3. Responsible for Diligence and
Reasonable Care [old D8–6]

Each Participant providing
transportation of household goods
subject to the provisions of the HTOS
shall use due diligence and reasonable
care in selecting and maintaining agents
who are sufficiently knowledgeable, fit,
willing, and able to provide adequate
household goods transportation services
(including accessorial and terminal
services) and to fulfill the obligations
imposed upon them by this HTOS and
by such Participant.

8–5.4. Shipment Refusal [old I8.5]
The Participant is responsible for

refusing shipments offered for any route
for which the Participant has no
accepted rate or for service areas outside
its approved scope of operations.

8–5.5. Shipment Routings

8–5.5.1. Open Routing [old I8.5]
The Participant is responsible for

determining the routing of shipments
handled under this HTOS.

8–5.5.2. Exception to Open Routing—
International Only [old I8.5]

The Participant may not route
shipments through ports which
historically become congested during
peak shipping months with the resultant
frustration of HTOS shipments.
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8–5.6. Complaint and Inquiry Handling
[old D8–6]

Each Participant engaged in the
transportation of household goods
subject to the provisions of this HTOS
shall establish and maintain a procedure
for receiving and responding to
complaints and inquiries from the RTO
and the owner of the household goods
or his/her representative. The procedure
shall include a means whereby the RTO
and the property owner or his/her
representative are aware of the
telephone number by which they can
communicate with the principal office
of the Participant. The Participant shall
retain and make part of the file relating
to a shipment a written record of all
complaints received in writing or by
telephone from the RTO and the
property owner or his/her
representative.

8–5.7. Document Preparation and
Annotation [old D8–6]

To the extent applicable and not
otherwise specifically provided herein,
the Participant is responsible for
properly preparing and annotating the
shipping, billing, and claims settlement
(see HTOS Paragraph 8-5.10.2, Claims
Settlement Documentation) documents.

8–5.8. Document Distribution [old D8–
6]

The Participant is responsible for
distributing the shipping documents in
accordance with the following.

8–5.8.1. Retained by the Participant [old
D8–6]

Original GBL (SF1103 or SF1203),
copy of estimate, copy of inventory,
originals of DD Form 619 and 619–1, or
comparable commercial forms, original
weight and reweigh tickets.

8–5.8.2. Documents to be Provided to
the Employee [old 8.6.8.2]

8–5.8.2.1. Domestic [old D8–6]

The Participant shall furnish the
employee or the employee’s agent (1)
One copy of the shipping Federal
agency GBL, SF1103B or SF 1203B; (2)
original estimate; (3) original inventory;
(4) copies of DD Forms 619 and 619–1,
or comparable commercial forms.

8–5.8.2.1.1. After Delivery [old D8–6]

The Participant shall furnish the
employee or the employee’s agent (1) A
legible copy of DD Form 619–1 or
comparable commercial form, if SIT or
reweigh services are performed en route
or at destination; (2) a legible copy of
the reweigh tickets prepared by a
certified weighmaster on a certified
scale, if requested by the owner or his

designated representative, or the RTO;
and, (3) if required by the shipping
Federal agency, three copies of the DD
Form 1840, Joint Statement of Loss or
Damage at Delivery. The Participant will
provide the documents listed in this
HTOS Paragraph to the owner or his
designated representative and the RTO
within 10 business days after delivery.

8–5.8.2.2. International

8–5.8.2.2.1. After Pickup [old I8.5]

The Participant shall furnish the
employee or the employee’s agent (1)
The consignee’s memorandum copy of
the shipping Federal agency GBL,
SF1103B or SF1203B, as appropriate; (2)
a legible copy of the completed
Household Effects Descriptive
Inventory; and (3) a completed and
legible copy of DD Form 619, Statement
of Accessorial Service Performed.

8–5.8.2.2.2. After Delivery [old I8.5]

The Participant shall furnish the
employee or the employee’s agent (1) A
legible copy of the DD Form 619–1 or
comparable commercial form, if storage-
in-transit, reweigh, or other accessorial
services are performed en route or at
destination; and, if required by the
shipping Federal agency, (2) three
copies of the DD Form 1840, Joint
Statement of Loss or Damage at
Delivery.

8–5.8.2.3. Reweigh Tickets [old D8–6]

A legible copy of the reweigh tickets
prepared by a certified weighmaster on
a certified scale, if requested by the
owner or his designated representative,
or the RTO.

8–5.8.2.4. Signing of Forms [old I8.5]

The employee or employee’s agent
will not under any circumstances be
asked to sign a blank or partially
completed DD Form 619, DD Form 619–
1, or any other form, except for the
‘‘Unit Price’’ and ‘‘Charge’’ columns
which may be incomplete.

8–5.8.3. Furnished to the Responsible
Transportation Officer

8–5.8.3.1. Domestic [old D8–6]

The Participant will provide the RTO
the following documents, no later than
14 business days after receipt of
shipment or GBL, whichever is later:

8–5.8.3.2. International [old 5.15]

The Participant will provide the RTO
the following documents, no later than
7 business days after receipt of
shipment or GBL, whichever is later:

8–5.8.3.2.1. After Pickup

8–5.8.3.2.2. One Memorandum Copy of
the GBL [old D8–6]

One memorandum copy of the
Government Bill of Lading (SF1103A or
SF1203A, as appropriate) annotated
with the gross, tare, and net weights and
charges, including any ITGBL charges
(when applicable), to date. For
containerized shipments, the Participant
will also indicate the total number of
containers and the gross cube of the
shipment.

8–5.8.3.2.3. Statement of Accessorial
Services Performed (DD Form 619) or
Comparable Commercial Form [old I8.5]

One signed copy of the Statement of
Accessorial Services Performed (DD
Form 619 or comparable commercial
form) itemizing accessorial services
performed will be prepared by the
Participant’s representative and the
employee or his/her agent when such
services are required and separately
charged. Each household appliance
serviced will be identified to show the
make, model or name of the
manufacturer. All entries for appliance
servicing by a third party will be
supported by an invoice stating the type
of service performed. No accessorial
services will be billed when such
services are included in single factor
rates.

8–5.8.3.2.4. Inventory [old D8–6 & I8.5]

One legible signed copy of the
Household Goods Descriptive Inventory,
together with on international
shipments, a copy of the ‘‘bingo cards’’
which identify the contents of each
liftvan or overflow container by
inventory line item number.

8–5.8.3.2.5. Weight Tickets [old D8–6]

One legible copy of the weight tickets
signed by the person performing the
weighing which must contain the
information required by the U.S.
Department of Transportation (successor
to the Interstate Commerce
Commission). If the shipment is to be
delivered prior to the submission of the
aforementioned documents, the RTO
will be advised of the weight of the
shipment by telephone, or other
appropriate means, prior to delivery,
unless an exception to this requirement
is granted. Confirmation by hard copy,
facsimile or expedited delivery may be
requested by the RTO.

8–5.8.3.2.6. Reweigh Tickets.—
International Only [old I8.5]

A legible copy of the reweigh tickets
prepared by a certified weighmaster on
a certified scale, if requested by the
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owner or his designated representative,
or the RTO.

8–5.8.3.3. After Delivery

8–5.8.3.3.1. DD Form 1840 [old I8.5]

If required by the Federal agency, the
Participant will furnish the responsible
Federal agency official at destination
with a copy of the DD Form 1840 within
30 days of shipment delivery.

8–5.8.3.3.2. Reweigh Tickets [old I8.5]

A legible copy of the reweigh tickets
prepared by a certified weighmaster on
a certified scale, if requested by the
RTO.

8–5.9. Requests for Approval and
Waivers [old D8–6]

Because of the incompatibility of an
HTOS requirement with the
circumstances prevailing on a given
shipment, a Participant may request
from the RTO at any time but prior to
performance, a waiver of a requirement
or approval to provide a special service.
If requested verbally, the request must
be confirmed in writing.

8–5.10. Claims Documentation

8–5.10.1. Preparation [old I8.5]

The Participant must furnish to the
property owner all reasonable and
necessary assistance in the preparation
and filing of claims. Included in such
assistance are inspections of the
damaged property, if requested,
completion of claim forms, and
obtaining estimated repair costs at no
cost to property owner.

8–5.10.2. Settlement [old D8–6]

In those instances when a claim is
denied in full or compromised in part,
the Participant shall, as part of the
claims settlement transmittal to the
claimant include a written item-by-item
analysis of the denial or compromise.
Such analysis must be sufficient to
establish the reasons and method for
denial or compromise. For example, a
settlement based on depreciation must
include an explanation of how the
depreciation was determined. The use
of such phrases as ‘‘pre-existing
damage,’’ ‘‘depreciation allowance,’’ or
‘‘other’’ is unacceptable.

8–5.11. Appeal Procedures

8–5.11.1. Revocation of Approval [old
D8–6]

In the event the PMO proposes to
revoke the approval of a Participant to
participate in this Program, the
Participant has the right to appeal such
proposal in accordance with the
provisions of FAR Subpart 9.407–3 (48
CFR 9.407–3); provided, however, that

any reference to temporary nonuse in
said regulation shall be construed as
meaning revocation of approval.

8–5.11.2. Temporary Nonuse,
Suspension, and Debarment [old D8–6]

In the event the Government proposes
to place a Participant in temporary
nonuse, suspension, or debarment, the
Participant has the right to appeal such
proposal in accordance with the
provisions of FAR Subpart 9.407–3 (48
CFR 9.407–3).

8–5.11.3. Corrective Actions [old D8–6]

In the event a Participant disputes
corrective actions required as a result of
an on-site review in accordance with
HTOS Paragraph 6–1.1, the Participant
has the right to appeal such corrective
actions in accordance with the
provisions of FAR Subpart 9.407–3 (48
CFR 9.407–3); provided, however, that
any reference to temporary nonuse in
said regulation shall be construed as
meaning corrective actions.

8–5.11.4. Performance Reports [old D8–
6]

In the event a Participant disputes
performance information provided in
accordance with HTOS Paragraph 9–
5.1.1, the Participant has a right of
appeal for a period of thirty (30)
calendar days from the date of report
issuance during which the Participant
may submit in person, in writing, or
through a representative, rebuttal
information and arguments opposing
the performance information; provided,
that the date of report issuance is
deemed to be the GSA date stamp on the
report.

8–5.11.5. Claims [old D8–6]

In the event the Participant disagrees
with an initial decision of the RTO and
cannot make a satisfactory resolution
regarding equitable adjustment for
incomplete or non-performance of
services and/or Participant liability for
loss and/or damage, the Participant is
responsible for submitting such
disagreement to the Program Manager
for a final decision. The Participant’s
submission shall contain at a minimum:
(a) Name and address of the agency and
RTO issuing the initial decision; (b)
copy of the initial decision; (c) copy of
the GBL; (d) copy of all documents
related to the dispute; and (e) copy of all
documents supporting the Participant’s
position.

8–5.12. Equipment [old D8–6]

Equipment shall be in good operating
condition and the interior of vans,
trailers, and containers shall be clean
and contain a sufficient quantity of

clean pads, covers, and other protective
equipment to ensure safe transit of the
household goods.

8–5.13. Facilities [old D8–6]

Participants must maintain
equipment, facilities, operations, and
personnel adequate and capable of
performing the services required by this
HTOS and ordered by the Federal
ordering office.

8–5.14. Maintenance of Records

8–5.14.1. Records To Be Maintained
[old D8–6]

The Participant shall maintain for
each shipment handled pursuant to this
HTOS copies of the Public Voucher for
Transportation Charges, SF1113, and all
supporting documents. The Participant
shall also maintain all relevant notes,
worksheets, and other documents
necessary for reconstructing or
understanding the shipment and its
handling.

8–5.14.2. Microfilming Records [old D8–
6]

The Participant may use microfilm
(e.g., film chips, jackets, aperture cards,
microprints, roll film, and microfiche)
or electronic means for record keeping,
subject to such limitations as are
determined by the Program Manager.

8–5.14.3. Filing and Retrieval [old D8–
6]

The Participant shall: (a) maintain an
effective indexing system to permit
timely and convenient access by the
Government to the records and (b) have
adequate viewing equipment, if
microfilmed or stored electronically,
and provide printouts of the
approximate size of the original
material.

8–5.14.4. Quality Control

8–5.14.4.1. Legibility [old D8–6]

The microfilm when displayed on a
microfilm reader (viewer) or reproduced
on paper must exhibit a high degree of
legibility.

8–5.14.4.2. Periodic Review [old D8–6]

The quality of the Participant’s record
microfilming or electronic storage
processes are subject to periodic review
by the Program Manager or authorized
representative.

8–5.14.5. Employees

8–5.14.5.1.1. General [old D8–6 & I8.5]

Participants will use only trained
personnel qualified in their assigned
duties in packing and handling of
personal property. When any of the
Participant’s personnel appears to be

VerDate 11<MAY>2000 00:31 Dec 21, 2001 Jkt 197001 PO 00000 Frm 00039 Fmt 4701 Sfmt 4703 E:\FR\FM\21DEN2.SGM pfrm04 PsN: 21DEN2



66062 Federal Register / Vol. 66, No. 246 / Friday, December 21, 2001 / Notices

under the influence of alcohol or drugs
or uses abusive language, or engaging in
abusive conduct, the Participant will
immediately replace same on the job
with qualified personnel, when
requested by the shipping Federal
agency employee or the shipping
Federal agency. The Participant’s failure
to comply with the request may result
in the Participant being placed in a
period of non-use by the RTO or by
GSA. The Participant will not use
parolees, convicts or prison labor in the
packing or movement of personal effects
belonging to employees of the shipping
Federal agency. Trained personnel do
not include pickup or truck stop labor.
Those employees who perform services
at the property owner’s residence shall
be neat in appearance and in proper
attire which identifies them as
employees of the Participant or its
agent. They shall be neat and in proper
uniform identifying them as employees
of the Participant and have in their
possession valid identification.

8–5.14.5.1.2. Required Identification

8–5.14.5.1.2.1. Personal Identification
[old I8.5]

An ID which has a current photo,
name, and their signature, such ID
consisting of either a valid driver’s
license or a non-drivers photo ID issued
by the appropriate jurisdiction’s
Department of Motor Vehicles (or
equivalent).

8–5.14.5.1.2.2. Participant Issued
Identification International Only [old
I8.5]

A photo ID showing the Participant
name and/or logo, employee name,
address, social security number,
employment date, and employee
signature or a similar ID format from an
outside firm specializing in such ID.

8–5.14.5.1.2.3. Participant Identification
for Overseas Posts—International Only
[old I8.5]

For overseas posts, those individuals
who perform services at the property
owner’s residence, must have in their
possession, a Participant issued photo
identification card which identifies the
individual as an employee of the
Participant.

8–5.14.5.1.3. Unacceptable Forms of
Identification [old I8.5]

Unacceptable forms of ID include
expired driver’s license, defaced or
illegible photo ID’s, photo copies, or
other forms of ID.

8–5.14.5.2. Completion of Performance
[old D8–6]

Upon temporary nonuse, suspension,
or debarment of a Participant, the
Participant is required to complete
performance of service for any
shipments in process, or have the
services completed by another
Participant, whereupon the nonuse,
suspended, or debarred Participant shall
reimburse GSA or the appropriate
civilian executive agency for all
additional expenses incurred in
completing the shipments. GSA and the
civilian executive agencies maintain the
right to immediate possession of a
shipment in the custody of a Participant
or its agent. Nothing in the HTOS shall
be construed as creating or permitting
the creation of a lien or other possessory
right by the Participant against GSA or
the appropriate civilian agency with
respect to property which comes into
custody or possession of the Participant
or its agent.

8–5.14.5.3. Shipment Tracing

8–5.14.5.3.1. Tracing [old I8.5]
In the event the shipping Federal

agency requires the use of DD Forms
1840 and 1840R, the Participant will
trace all missing items annotated on DD
Form 1840 and/or DD From 1840R
immediately and respond to the RTO in
writing within 30 working days of
notification of loss.

8–5.14.5.3.2. Record of Tracing Actions
[old D8–6]

The Participant shall retain a written
record of all requests for shipment
tracing when provided in accordance
with HTOS Paragraph 5–10 of this
HTOS. The record shall include the date
of the requests, time received, name of
the requestor, and the date and time
status provided.

8–5.14.5.4. Location of Storage-In-
Transit

8–5.14.5.4.1. Domestic Only
The Participant will use the

Participant’s agent facility located
within a 50 mile radius of the origin or
destination city or installation shown in
the ‘‘Consignee Block’’ of the GBL;
however, if Participant’s facility is
located outside the 50 mile radius the
Participant must use their agent’s
nearest facility, and receive
authorization from the RTO.

8–5.14.5.4.2. International Only [old
I8.5]

The Participant will use the
Participant’s agent facility located
nearest the origin or destination city or
installation shown in the ‘‘Consignee

Block’’ of the GBL, as appropriate,
regardless of the 50 mile radius.

8–5.14.5.5. Quality Control Program [old
I8.5]

The Participant will establish and
maintain within its company an
effective corporate quality control
system which will provide total
visibility of all facets of the CHAMP and
ensures that the Federal civilian, non-
DoD, agencies are furnished service
equal to or greater than the standards of
service established by this HTOS. This
system will include, but not be limited
to, specific subsystems for the functions
of traffic management (routing, tracing,
and billing), packaging, employee
training and supervision and agent
supervision. Upon request to the
designated official of the Participant
during normal business hours, the
Participant will provide the PMO and
any requesting Federal agency written
detailed descriptions and Standard
Operating Procedures for its quality
control system. Also, published
Corporate Participant Quality Control
Programs will be presented and
explained to authorized inspectors
when the Participant’s facilities are
inspected.

8–5.14.5.6. Claims for Additional
Charges [old I8.5]

Claims for additional transportation
or additional accessorial charges over
and above those originally assessed by
the Participant and paid for by the
Government will be presented to the
shipping Federal agency, upon request.
The claims will contain a full
explanation as to the reasons why they
are being presented and state
specifically the amount claimed
thereon.

8–5.14.5.7. Through Responsibility

8–5.14.5.7.1. Movement of Shipments
[old D8–6]

All shipments tendered to the
Participant will be moved under its
responsibility from origin to destination.
Unless a Participant has requested
approval of indirect routing or
transshipment to a particular
destination and a waiver is granted by
the RTO, shipments shall not transship
when satisfactory direct service is
available.

8–5.14.5.7.2. Participant Error in
Shipment [old I8.5]

As part of the Participant’s through
responsibility, the Participant
understands that if, through its fault or
that of its agent, the Participant ships all
or a portion of the wrong property or all
or a portion of a shipment is sent to the
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wrong destination, the Participant will
be responsible for the return of the
erroneous shipment and movement by
an expedited method, including air
transportation, of the correct property to
the employee’s destination at its
expense. The Participant will coordinate
the method of movement with the
shipping Federal agency origin and
destination RTO’s prior to shipment.

8–5.14.5.7.3. Federal Agency/Employee
Error in Shipment [old I8.5]

The Participant will not be liable for
movement cost for shipments released
in error by the shipping Federal agency
or by the property owner or owner’s
agent.

8–5.14.5.8. Ocean Terminal Port
Agents—International Only [old I8.5]

The facilities of CONUS and overseas
ocean port agents must meet national/
host country standards and codes with
respect to fire safety, prevention and
protection requirements; storage of
combustible materials; and are used in
accordance with generally accepted
warehousing practices.

8–5.14.5.9. Assignment of Bills [old
I8.5]

Except for assignment of payment of
the Participant’s original bills to a bank
for collection, the Participant will not
subrogate its rights and/or interest in the
bills for service rates and charges on
which such charges are based or any
subsequent claims thereon to third
parties. The Participant will always
retain the right and authority either to
claim or not to claim or to cancel claims
or services to the shipping Federal
Agency which it furnished and/or billed
for. The Participant will not exercise
any right under an currently existing
agreement nor will it enter into
agreements with parties not subject to
its control which in any way infringe,
controvert, or otherwise subordinate or
prevent it from deciding unilaterally
whether it will or will not submit a
claim or file suit against the
Government or pay a claim by the
Government after the original bill for
services performed under this HTOS.

8–5.14.5.10. Release to Shipping Federal
Agency—International Only [old I8.5]

In the case of port agents, all shipping
Federal agency household effects (HHE)
shipments must be identified on the
ocean bills of lading/manifests as
personal property shipments of the
shipping, sponsoring Federal agency
and subject to release to the shipping
Federal agency upon demand.

8–5.14.5.11. Agents [old I8.5]

8–5.14.5.11.1. General.—International
Only [old I8.5]

Agents specifically used in this
program are the choice of the
Participant’s and the requirements set
out in this HTOS Paragraph apply to the
relationship between the Participant
and its chosen agent.

8–5.14.5.11.2. Located in Service
Area.—International Only [old I8.5]

The Participant understands that it
must have a resident agent in each state,
offshore location, country, and trust
territory or possession of the United
States, for which it submits rates.

8–5.14.5.11.3. Use of Undesignated
Agent.—International Only [old I8.5]

Except in those instances where the
shipping Federal agency has not
designated a servicing agent, the
Participant may not use as an agent any
firm that has not been designated by a
shipping Federal agency as an origin or
destination agent for the localities for
which it submits rates.

8–5.14.5.11.4. Use of General Agents.—
International Only [old I8.5]

The use of general agents will be
allowed.

8–5.14.5.11.5. Operation.—International
Only [old 8.5]

The agent’s office will be manned at
all times during normal working hours
with personnel authorized to book
shipments or otherwise perform services
for the Participant. One employee with
such authority is required for one to
three Participants represented. One
additional employee with such
authority is required when more than
three Participants are represented. A
total of two administrative personnel are
required to represent four or more
Participants.

8–5.14.5.11.6. Agency Agreements [old
I8.5]

8–5.14.5.11.6.1. General.—International
Only [old I8.5]

The Participant will contractually
bind its agents with a formal written
document (and, as necessary, official
translation into English) concerning
terms and requirements of this HTOS
and will provide specific instructions
for implementing them prior to the
effective date of any accepted rates.

8–5.14.5.11.6.2. Required Agreement
Language [old I8.5]

Participants agree to include the
following stipulation in their contracts,
agreement, and/or order with

underlying Participants/agents. ‘‘By
acceptance of this contract/agreement/
order/reimbursement schedule, I
recognize that property being
transported hereunder is United States
Government sponsored personal
property and, as such, will not be
detained by my firm under any
circumstances. Further, I guarantee
representatives of the U.S. Government
free access to any facilities, including
those of my agents, during normal
working hours for their lawful purpose
of inspecting and removing Participant
containers in which United States
Government sponsored personal
property is shipped’’. Agents refusing to
consummate agreements/contract which
contain this clause will not be used by
Participants.

8–5.14.5.11.7. Use of Agents

8–5.14.5.11.7.1. Providing Information
to the Government.—International Only
[old I8.5]

Upon request from any RTO shipping
pursuant to the terms of this HTOS, the
Participant will furnish a list of its
agents.

8–5.14.5.11.7.2. Changes in Agents

8–5.14.5.11.7.2.1. General.—
International Only [old I8.5]

If the Participant finds it necessary to
change agents, the Participant
understands that a shipping Federal
agency representative may inspect the
facility and make appropriate
recommendation to the PMO.

8–5.14.5.11.7.2.2. Termination of Agent.
by the Participant.—International Only
[old I8.5]

In the event an agency agreement is
terminated by the Participant, the
Participant must make immediate
interim arrangements to provide
necessary destination services on a
temporary basis with another agent
located in the service area.

8–5.14.5.11.7.2.3. By The
Government.—International Only [old
I8.5]

In the event an agent is terminated by
the PMO or an agent is placed in
temporary nonuse by a shipping Federal
agency, the Participant must make
immediate interim arrangements to
provide necessary destination services
on a temporary basis with another agent
located in the service area.

8–5.14.5.11.7.2.4. By The Agent.—
International Only [old I8.5]

In the event that an agent voluntarily
withdraws from the program or
terminates its agency agreement with a
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Participant, the Participant must make
immediate interim arrangements to
provide necessary destination services
on a temporary basis with another agent
located in the service area.

8–5.15. Use of Alternate Carriers.—
Domestic Only

8–5.15.1. Definitions

8–5.15.1.1. Principal Carrier.—Domestic
Only [old D8–6]

Principal carrier as used in this
paragraph means the carrier, motor
common carrier or freight forwarder,
named on the Government bill of lading,
including its employees and contract
(other than trip lease) drivers, if
applicable, and those holding primary
agency agreements in accordance with
49 CFR 1056.14(a)(1) in the course of
which and in the normal course of their
business, hold themselves out as
representing the principal carrier.

8–5.15.1.2. Alternate Carrier.—Domestic
Only [old D8–6]

Alternate carrier as used in this
paragraph means a person acting
individually or as an established
business furnishing origin, line-haul, or
destination services for a specific
shipment other than the principal
carrier. It includes carriers operating in
conjunction with the principal carrier
on the basis of interline or trip lease
arrangements.

8–5.15.2. Motor Carrier.—Domestic
Only

8–5.15.2.1. Responsibility.—Domestic
Only [old D8–6]

The principal carrier is responsible
for and shall physically perform origin,
line-haul, and destination services from
point of origin to final destination and
shall satisfy any claim. Notwithstanding
the provision of Paragraph 8–5.15.2.3,
below, and in any event the principle
carrier is responsible for performance of
all services and satisfaction of any
claims.

8–5.15.2.2. Use of Alternate Carrier.—
Domestic Only [old D8–6]

Unless specifically approved by the
GBL Issuing Officer, the principal
carrier may not use, transfer, surrender,
interline, or otherwise relinquish
possession of the property to an
alternate carrier. If such action is
approved by the GBL Issuing Officer,
the alternate carrier must be an
approved Participant in the GSA
Centralized Household Goods Traffic
Management Program.

8–5.15.2.3. Responsibility of Alternate
Carrier.—Domestic Only [old D8–6]

The alternate carrier must perform the
assigned services to the same extent as
the principal carrier and is subject to all
provisions of this TOS relating to that
performance as though the alternate
carrier were the principal carrier.

8–5.15.2.4. Notice to Responsible
Transportation Officer (RTO).—
Domestic Only [old D8–6]

The principal carrier must notify the
RTO in writing prior to performance of
services the name of all alternate
carriers being used for the performance
of origin, line-haul, and destination
services.

8–5.15.3. Freight Forwarder.—Domestic
Only

8–5.15.3.1. Responsibility.—Domestic
Only [old D8–6]

The principal carrier is responsible
for the performance of origin, line-haul,
and destination services from point of
origin to final destination and shall
satisfy any claim.

8–5.15.3.2. Use of Alternate Carrier.—
Domestic Only [old D8–6]

The principal carrier may not use a
motor carrier for the performance of
line-haul services that is not an
approved Participant in the GSA
Centralized Household Goods Traffic
Management Program.

8–5.15.3.3. Notice to GBL Issuing
Officer.—Domestic Only [old D8–6]

The principal carrier must notify the
GBL Issuing Officer in writing prior to
performance of services the name of all
alternate carriers being used for the
performance of origin, line-haul, and
destination services.

8–6. Disputes—International Only [old
I8.6]

Disputes arising out of any action,
undercharge claim, or overcharge claim
by the Government against the
Participant, not otherwise settled to the
satisfaction of either party, will be made
the subject of a discussion between the
above stated parties within sixty (60)
days after either party makes such a
request. The purpose of such discussion
is to permit the parties to reach an
amicable settlement of the dispute
without either party having to resort to
litigation, and if possible, to resolve the
matter for the future. The failure of the
parties to reach an agreement or
eliminate the dispute under the above
procedure will in no way preclude
either party from subsequently
exercising the legal and administrative

remedies otherwise available to it,
providing that no suit filed by the
Participant will be prosecuted to trial
before exhaustion of the administrative
remedies described above.

Section 9—Reporting Requirements

9–1. Reports to the Relocating Employee

Reports required to be furnished to
the relocating employee are described as
part of and in conjunction with those
detailed in the paragraph entitled
Reports to the RTO.

9–1.1. Pre-move Survey Report [old I9.2]

A copy of the survey that is signed
and dated by the estimator, indicating
the total estimated net weight of the
shipment, will be given to the property
owner or his/her agent upon completion
of the pre-move survey.

9–2. Reports to the RTO

9–2.1. Weight Variance

9–2.1.1. Notification

In the event the actual shipment
weight is greater than 115% of the pre-
move survey weight, the Participant
must notify the RTO or its third party
representative of the original weight
prior to billing the Federal Agency and
be prepared to justify the difference.

9–2.1.2. Failure to Notify RTO of Weight
Variance

In the event the Participant fails to
notify the RTO or third party
representative, the Participant stipulates
that the agreed weight of the shipment
will be 115% of the pre-move survey
weight.

9–2.1.3. Failure to Justify Weight
Variance

In the event the Participant fails to
adequately justify the difference
between the actual and pre-move survey
weights, the Participant stipulates that
the agreed weight of the shipment will
be 115% of the pre-move survey weight.
The agreed weight shall take precedence
over the actual weight for the
assessment of transportation,
accessorial, and storage-in-transit
charges when based on weight. The
RTO has the authority to waive this
provision.

9–2.1.4. Actual Weight in Excess of
Employee’s Authorized Allowance.—
International Only

9–2.1.4.1. General [old I9.3]

Prior to moving any shipment from
the origin warehouse, the RTO must be
advised, if he/she so requires, of the
actual net weight of the shipment. If the
shipment weighs in excess of the

VerDate 11<MAY>2000 00:31 Dec 21, 2001 Jkt 197001 PO 00000 Frm 00042 Fmt 4701 Sfmt 4703 E:\FR\FM\21DEN2.SGM pfrm04 PsN: 21DEN2



66065Federal Register / Vol. 66, No. 246 / Friday, December 21, 2001 / Notices

employee’s authorized allowance, the
RTO will notify the Participant when it
may move the shipment. This time will
not be counted against the Participant in
calculating its RDD compliance, and
payment will be authorized for any SIT
at origin.

9–2.1.4.2. Failure to Notify the
Responsible Transportation Officer [old
I9.3]

In the event that the RTO requires
notification of overweight shipments,
and the Participant fails to notify the
RTO in accordance with his/her
instructions, and moves the shipment
from origin to destination, the
Participant may collect from the
Government for transportation and
accessorial service charges, including
terminal services, only an amount equal
to the charges accruing to the authorized
shipment weight. In this instance, the
Participant may not collect anything
from the relocating employee for the
excess weight.

9–2.2. Unusual Incidents Report

9–2.2.1. Content of Report [old D9–1]

In the event of incidents of major
significance which produce substantial
loss, damage, or delay, such as strikes,
embargoes, fires, pilferage, vandalism,
and similar incidents, the Participant
must submit to the RTO by electronic
transmission (TELEX, facsimile, or other
electronic format acceptable to the
shipping Federal agency) the following
information on each shipment involved:

(1) Type of incident;
(2) Location of incident;
(3) Last name, first name, and middle

initial of employee;
(4) GBL number and date issued;
(5) RTO (both origin and destination);
(6) Origin;
(7) Destination;
(8) Date shipment received by

Participant;
(9) Required delivery date;
(10) Date and time of incident or

discovery thereof;
(11) Estimated amount of loss and

extent of damage;
(12) Current status of shipment,

including new estimated time of arrival
(ETA);

(13) Location of shipment(s), if
applicable, including port and pier
location and date vessel arrived or
warehouse location, plus the serial
number and name of the owner of the
sea container(s); and

(14) Name of ship, if appropriate.

9–2.2.2. After Action Report [old D9–1]

The Participant will furnish the RTO
an after action report which provides a
final assessment of the loss or damage

incurred, delays encountered, and final
disposition of the household goods.

9–2.3. Delays Report [old D9–4]

When, for any reason, a Participant
finds it impossible to meet the
scheduled pickup date or the required
delivery date, the RTO, and if
practicable, the owner, will be notified.
Neither the Government nor the
relocating employee will be responsible
for additional charges assessed on any
shipment a Participant or its agent holds
for any reason unless specific written
approval has been obtained from the
RTO.

9–2.4. Storage-In-Transit Location
Report [old D9–2]

For shipments delivered to Storage-in-
transit (SIT) the Participant shall notify
the RTO in writing, by facsimile, or
similar electronic means, of the name,
address, and telephone number of the
warehouse in which the shipment has
been placed, and shall make and keep
a record of such notification. If a change
in warehouse location is effected during
the SIT period, the RTO and the
property owner must be notified of the
change in location and the new
telephone number within the timeframe
specified in DTOS Paragraph 5–3 &
ITOS Paragraph 5.11.

9–2.5. Sit Pickup/Delivery Report.—
International Only [old I9.10]

Upon request of the RTO, the
Participant will provide information on
the afternoon preceding scheduled
pickup/delivery as to whether the SIT
pickup or delivery will be performed in
the morning (0800 to 1200) or in the
afternoon (1200 to 1700) of the
following day.

9–2.6. Use of DD Forms 1840 and 1840R

9–2.6.1. General [old I9.5]

If use of DD Forms 1840, Joint
Statement of Loss or Damage at
Delivery, and 1840R, Notice of Loss or
Damage, are required by the shipping
Federal agency, the procedures and
Participant responsibilities covering the
use of DD Form 1840 and DD Form
1840R are outlined below.

9–2.6.2. Use of DD Form 1840 and
1840R in Lieu of DD Form 619 [old I9.5]

DD Form 1840 and 1840R will be
used in lieu of the loss and damage
portions of DD Form 619.

9–2.6.3. Completion [old I9.5]

9–2.6.3.1. Section A [old I9.5]

Complete Section A of the DD Form
1840 and make all five (5) copies
available upon delivery.

9–2.6.3.2. Section B [old I9.5]

In conjunction with employee,
annotate all loss and/or damage in
Section B on all five (5) copies of the DD
Form 1840.

9–2.6.4. Distribution [old I9.5]

9–2.6.4.1. To the Employee [old I9.5]

Provide the employee with three (3)
copies of the completed DD Form 1840
signed by both the Participant’s
representative and employee.

9–2.6.4.2. To the Responsible
Transportation Officer [old I9.5]

Provide the destination RTO a copy of
DD Form 1840 within thirty (30)
workdays of delivery.

9–2.7. Agency Shipment Reports [old
I9.9]

9–2.7.1. Shipment Report.—
International Only [old I9.9]

Within not more than five (5) calendar
days following date of pickup of a
shipment in either CONUS or overseas,
the origin agent will provide the
following information to the RTO: (1)
Employee’s Name; (2) Shipment GBL
Number; (3) Pieces, Net Weight, Gross
Weight and Cube; (4) Estimated date
shipment will be picked up by line-haul
equipment for movement to the ocean
port; (5) Estimated date of sailing and
identity of port and vessel; (6) Routing
of vessel and discharge port; and (7)
Estimated date of arrival at destination.

9–2.7.2. Notice of Shipment Arrival [old
I9.9]

Participant will notify the RTO within
one workday of shipment’s arrival at
agent’s facility, and advise of the
shipment’s first available delivery date.

9–2.7.2.1. On a Normal Workday [old
I9.9]

When a shipment arrives at
destination on a normal workday, the
Participant will notify the RTO before
delivery/attempted delivery of
household effects to the residence in
accordance with the instructions
specified on the shipping Federal
agency GBL.

9–2.7.2.2. On Other Than a Normal
Workday [old I9.9]

In the event the shipment arrives at
the destination on a weekend or
holiday, the Participant will contact the
RTO to ascertain if delivery can be
made.

9–2.7.2.3. Arrival Prior to RDD [old I9.9]

For shipments that arrive prior to the
RDD, Participant will deliver to the
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employee or employee’s agent prior to
the RDD.

9–2.7.2.4. Arrival After the RDD [old
I9.9]

For shipments that arrive after the
RDD, the Participant will deliver in
accordance with the instructions or
within two workdays after notifying the
destination GSO or the shipping Federal
agency Transportation Division, as
appropriate, of the shipment’s arrival.

9–2.7.3. Late Delivery [old I9.9]

When the Participant knows for any
reason it will be impossible for it to
have the shipment at destination on or
before the RDD, the Participant will
notify the RTO at the earliest practicable
time, advising it of the last known
location of the shipment and furnishing
an estimate of the delay expected
beyond the RDD. An electronic
communication or facsimile will be
utilized in notifying the RTO and the
Participant, ensuring that the
notification reaches the appropriate
RTO before expiration of the RDD. At a
minimum, the following information
will be provided: (1) Last name, first
name, middle initial, and SSN of the
employee; (2) Origin and destination of
the shipment; (3) GBL number and RDD;
and (4) Last known location of the
shipment and new ETA at destination.

9–2.7.4. Report of Shipments On
Hand.—International Only [old I9.9]

If required by the RTO, the Participant
will provide a weekly report of all of its
shipments (except shipments in Storage-
in-Transit) on hand which were picked
up from an employee’s residence as well
as from its agent’s facilities before the
previous Wednesday. The report will
reflect the date, the employees’ names,
the shipping Federal agency GBL
numbers, pickup date, Participant code
and RDD. Negative reports are required.

9–2.7.5. Participant Error in Shipment
[old I9.9]

The Participant will report to the RTO
any instances in which the Participant
ships all or a portion of the wrong
property or in which all or a portion of
a shipment is sent to the wrong
destination.

9–2.8. Commercial Port Level Report.—
International Only [old I9.7]

Unless otherwise required by the
RTO, the Participant shall submit to the
shipping Federal agency and the US
Dispatch Agents during the period May
through September of each year a
commercial port agent report showing a
weekly summary of the total number of
personal property shipments on hand at

commercial ports for the preceding
week. Reports must be submitted by
FAX. See ITOS Section 15 for specific
report format.

9–2.9. Ocean Terminal Port Agents.—
International Only

9–2.9.1. Submission of Port Agent
Rosters.—International Only [old I9.15]

If required by a Federal agency
shipping pursuant to this HTOS, the
Participant will submit copies of the
ocean terminal port agent rosters in the
following manner: (1) Three (3) copies
of the rosters of CONUS ocean terminal
port agents to the shipping Federal
agency; and (2) Five (5) copies of the
rosters of overseas ocean terminal port
agents to the shipping Federal agency.

9–2.9.2. Updating the Port Agent
Roster.—International Only [old I9.15]

If Participants are required to submit
ocean terminal port agent rosters in
accordance with the above, the
Participants will update the ocean
terminal port agent rosters annually.
Changes in the names, locations, and
telephone numbers will be submitted as
they occur to the shipping Federal
agency.

9–3. Reports to the PMO

9–3.1. Claim Settlement and Shipment
Reports

9–3.1.1. Claim Settlement Reports [old
D9–3]

In accordance with the reporting
periods specified in DTOS Paragraph 5–
9D and ITOS Paragraph 5.19.6,
Participants shall furnish to the PMO a
quarterly report of claims settled during
the calendar quarter on shipments
handled pursuant to this HTOS. For the
purposes of this reporting requirement,
the reportable claim settlement is the
first offer (full payment, partial
payment, or full denial) made by the
Participant.

9–3.1.1.1. Claim Report Content and
Format Requirements

Such report shall contain information
identified in HTOS Paragraph 9–3.2.2.6
for electronic submission requirements.
For purposes of this requirement, the
content should identify all first proviso
household goods claims, claims for
POV’s and UAB claims handled
pursuant to this HTOS. This provision
applies to both domestic and
international shipments.

9–3.1.2. Shipment Reports [old D9–5]
The Participant shall furnish to the

PMO by electronic filing, a quarterly
report of shipments billed to the
applicable Federal Agency during the

quarter on shipments handled pursuant
to this HTOS. Only those shipments
billed for which the GSA Industrial
Funding Fee (IFF) is applicable will be
included in the shipment reports. For
purposes of this report, the date of
submission of the Public Voucher for
Transportation Charges, SF1113, (billing
date) is the determining date.

9–3.1.2.1. Shipment Report Content and
Format Requirements

Such report shall contain information
identified in HTOS Paragraph 9–3.2.2.2
for electronic submission requirements.
For purposes of this requirement, the
content should identify all first proviso
household goods shipments, POV’s and
UAB handled pursuant to this HTOS.
This provision applies to both domestic
and international shipments.

9–3.1.3. Report Deficiencies—Shipment,
Claim Reporting

9–3.1.3.1. Shipment and Claim Reports
The PMO will notify the Participant

of any shipment or claim report
deficiency. If a Participant’s report is
submitted by a Service Provider, the
Provider will be notified of the
deficiency, not the Participant. Failure
to correct deficiencies in either the
shipment and/or claim report will result
in an incomplete report submission
status, and will therefore, affect a
Participant’s Customer Satisfaction
Index score.

9–3.1.3.2. Negative Reports [old D9–3]
Participants are required to submit a

negative report even if a shipment was
not billed or if a claim was not settled
during the quarter. The Participant will
be considered non responsive if it
doesn’t file either report and will be
subject to HTOS 9–3.1.3.3.

9–3.1.3.3. Failure To Submit Reports
[old D9–3]

Failure to submit either the claims
settlement or shipment reports in two
consecutive quarters and/or three of
four quarters will result in the
withdrawal of a Participant’s rates and/
or subsequent revocation of its approval.
Failure to submit one of four quarters of
either the shipment and/or claim reports
will result in an incomplete report
submission status, and will affect a
Participant’s Customer Satisfaction
Index score.

9–3.1.4. Industrial Funding Fee
The total number of household

shipments reported in HTOS Paragraph
9–3.1.2. must be equally dividable by
the Industrial Funding Fee (IFF)
amount, as identified in the Request for
Offers. In the event the number of
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shipments reported cannot be divided
equally by the IFF amount, the
Participant will be responsible for
verifying the deficiency to the PMO.
Any deficiencies found will be handled
in accordance with HTOS Paragraph 9–
3.1.4.1. and 9–3.1.4.2.

9–3.1.4.1. Industrial Funding Fee
Deficiencies

In the event deficiencies are found in
the IFF amounts submitted to GSA, the
PMO will notify the Participant in
writing of the existing deficiency. The
Participant will be given an opportunity
to correct the noted deficiency.

9–3.1.4.2. Correction of Deficiencies in
IFF

Failure to acknowledge or correct
deficiencies after notification by the
PMO will result in the PMO placing the
Participant in a temporary non-use
status, in accordance with procedures in
Federal Management Regulation (FMR)
Part 102–117. The PMO is authorized to
refer a Participant for suspension or
debarment.

9–3.1.4.3. Failure To Submit IFF

Failure to submit the Industrial
Funding Fee due GSA for household
goods shipments handled, will result in
immediate placement of the Participant
in temporary non-use status pending
revocation of the Participant’s approval,

in accordance with HTOS paragraph 7–
1.11.2, Failure to Submit Remittance.

9–3.1.5. Filing Requirements

9–3.1.5.1. Hard Copy Reports [old D9–
3]

Hard copy (paper) reports will not be
accepted. In those instances where hard
copy reports are submitted to the PMO,
it will be considered the same as a
failure to submit reports and handled in
accordance with HTOS Paragraph 9–
3.1.3.3.

9–3.1.6. Report Format Requirements

9–3.1.6.1. General

The claims settlement and shipment
reports specified above shall meet the
requirements set out in this paragraph.

9–3.1.6.2. Consolidated Reports

In no instance shall any combination
of shipment reports (domestic or
international) and claim reports
(domestic or international) be
consolidated. Each report must be
separate, with a separate header and
filename.

9–3.1.6.3. Electronic Media Reports

9–3.1.6.3.1. Schedule for Submission

Electronic media reports must be
submitted in accordance with the
following requirements. Electronic
media reports must be transmitted

between the dates indicated below of
each calendar year:

Quarter Months Submission

1st ........... Jan-March April 1 thru May 31
2nd ......... April-June July 1 thru August

31
3rd .......... July-Sept Oct 1 thru Nov 30
4th .......... Oct-Dec ... Jan 1 thru Feb 28

(29)

9–3.2. Claim Settlement and Shipment
Report Format Requirements [old D9–7]

Format requirements, as set out
below, must be adhered to. Submissions
received from Participants or services
not conforming to the record
requirements will be unacceptable and
not incorporated in the database.
Submissions received from Participants
or filing services not conforming to the
report formatting specifications will be
rejected. The below listed formatting
requirements for the submission of
shipment and claim reports will be in
effect for all reports filed for 3rd Quarter
Calendar Year 1999.

9–3.2.1.Line 1: Report Header

This line is the Header Record
providing information about the
Participant report. The Header Record is
position sensitive. Positions marked
with an asterisk (*) are numeric and
must, if necessary, be zero filled from
the left (i.e., 00250).

Field Required
positions

Record
position(s) Contents

Header ID .................. 1 1 Must be S for Shipment files, C for Claim files.
Field Delimiter ........... 1 2 Comma.
SCAC ......................... 4 3–6 Four (4) digit Standard Carrier Alpha Code. Identify the SCAC for the carrier the GBL

was issued to.
Field Delimiter ........... 1 7 Comma.
Type of Transpor-

tation.
2 8–9 Enter GD for General Domestic, GI for General International, DD for Direct Domestic

Move Management, DI for Direct International, BD for Broker Domestic Move Man-
agement, or BI for Broker International. **Please note that if you provide multiple
services within CHAMP, you must create separate reports (files) for each type of
service provided.

Field Delimiter ........... 1 10 Comma.
* Number of Records 4 11–14 Number of records transmitted. This identifies the number of lines submitted in the

shipment report. Example: 0321=321 records. **If this is a Negative report, use all
zeros.

Field Delimiter ........... 1 15 Comma.
Identifying Quarter ..... 5 16–20 YYYYQ—Complete year with the calendar quarter number, where Q = calendar quar-

ter as referenced in file naming above. Example: 19993 = third quarter of 1999

Examples:
(1) 50 General Domestic Shipments for January-March, 1999: S,GSAA,GD,0050,19991
(2) 101 Broker International Shipments for July-September, 2000: S,GSAA,BI,0101,20003
(3) 20 General International Claims for April-June, 1999: C,GSAA,GI,0020,19992
(4) 87 Broker Domestic Claims for October-December, 2000: C,GSAA,BD,0087,20004
(5) Negative General Domestic Shipment Report for April-June: S, GSAA,GD,0000,19992
(6) Negative General Domestic Claim Report for April-June: C,GSAA,GD,0000,19992

9–3.2.2.Line 2: Detail Records

9–3.2.2.1. General

Information on claims and shipments. Line 2 and each line thereafter will identify individual shipment records.
For illustration purposes, claim and shipment formats are shown separately.
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9–3.2.2.2. Shipment Report Spreadsheet Format

Entry format is text entry (i.e. left aligned). Fields marked with an asterisk (*) are numeric and must, if necessary,
be zero filled from the left (i.e., 00250 for 250) depending on the field size. Save the file as a comma-separated
file (.CSV) then rename as necessary (.SHP or .ERS).

Field Required
positions

Record
position(s) Contents

Record ID .................. 1 1 Must be S
Field Delimiter ........... 1 2 Comma
SCAC ......................... 4 3–6 Four (4) digit Standard Carrier Alpha Code Identify the SCAC for the carrier the GBL

was issued to.
Field Delimiter ........... 1 7 Comma
Type of Transpor-

tation.
2 8–9 Enter GD for General Domestic, GI for General International, DD for Direct Domestic

Move Management, DI for Direct International, BD for Broker Domestic Move Man-
agement, or BI for Broker International.

Field Delimiter ........... 1 10 Comma
Type of Move ............ 3 11–13 If the GBL was used for household goods, put in HHG; for Automobile, put in POV;

for Unaccompanied Air Baggage, put in UAB. **If multiple elements were moved
using one GBL, each element must have an individual shipment record.

Field Delimiter ........... 1 14 Comma
Federal Agency Iden-

tification Code.
9 15–23 Agency’s 9 digit User ID code used to access ITMS. This User ID can be obtained di-

rectly from the using agency or from the ITMS system itself. If unable to obtain the
proper User ID, please contact the PMO. Records with this field blank. X or zero-
filled will not be accepted.

Field Delimiter ........... 1 24 Comma
Carrier Reference

Number.
15 25–39 Carrier reference number used when the shipment was booked by the carrier. Start

the reference number with position 25. If reference number does not consist of 15
numbers, place X’s after number to fill out the 15 positions. Example: Reference
number 135895 would appear as 135895XXXXXXXXX. Records with this field
blank, X or zero filled will not be accepted.

Field Delimiter ........... 1 40 Comma
Billing Date ................ 8 41–48 Date of Agency Billing (YYYYMMDD)
Field Delimiter ........... 1 49 Comma
BL Number ................ 8 50–57 Bill of Lading Number. Use GBL number OR commercial bill of lading (CBL) number

that was used to handle the shipment. If CBL number is less then 8 characters,
place X’s after the number to fill in field. Records with this field blank or zero filled
will not be accepted.

Field Delimiter ........... 1 58 Comma
Type of GBL .............. 1 59 Input V if Virtual GBL was used. Input G if standard GBL was used.
Field Delimiter ........... 1 60 Comma
Pickup Date ............... 8 61–68 YYYYMMDD (19980215 = February 15, 1998)
Field Delimiter ........... 1 69 Comma
Delivery Date ............. 8 70–77 YYYYMMDD (see Pickup Date)
Field Delimiter ........... 1 78 Comma
* Transit Time ............ 3 79–81 Actual Transit Times in days Example: 007 = 7 days
Field Delimiter ........... 1 82 Comma
Origin State or Coun-

try Code.
4 83–86 Four digit state or country identifier. State is the two digit state identifier, all CAPS,

plus two (2) zeros (0) Example: FL00. Country code is the four-digit country code
as listed in the most current Request For Offers. Example: Germany = 3940
Records with this field blank, X or zero filled will not be accepted.

Field Delimiter ........... 1 87 Comma
Origin Zip Code ......... 5 88–92 5-digit zip (X Fill for Canada or International Shipments)
Field Delimiter ........... 1 93 Comma
Destination State or

Country Code.
4 94–97 See Origin State above. Records with this field blank, X or zero filled will not be ac-

cepted.
Field Delimiter ........... 1 98 Comma
Destination Zip Code 5 99–103 5-digit zip (X Fill for Canada or International Shipments)
Field Delimiter ........... 1 104 Comma
* Actual Weight

Shipped.
5 105–109 In pounds for HHG or UAB. Example: 09800 = 9800 pounds. If the record is for POV,

place five (5) zeros, 00000 **If field is zero filled for POV, positions 11–13 must
state POV

Field Delimiter ........... 1 110 Comma
* Mileage .................... 4 111–114 Whole miles only. Example: 0750 = 750 miles. This field should be zero filled for

International moves.
Field Delimiter ........... 1 115 Comma
* Transportation

Charge.
5 116–120 Exclusive of SIT charges, in whole dollars only. Example: 07600 = $7,600.00

Field Delimiter ........... 1 121 Comma
Employee’s Last

Name.
15 122–136 Last name of the employee listed on the GBL in all CAPS. If the employee’s name

does not consist of 15 letters, place X’s after the name to fill out the 15 positions.
Example: The name of Jones would appear as JONESXXXXXXXXXX. Records
with this field blank, X or zero filled will not be accepted.

Field Delimiter ........... 1 137 Comma
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Field Required
positions

Record
position(s) Contents

Participants Tax ID
Number.

9 138–146 Participant TIN

Examples:
(1) Domestic:

A B C D E F G H I J K L

S GSAA GD HHG RXPG8TY43 Q794912349XXXXX 19990612 S12345XX V 19990105 19990312 007

M N O P Q R S T U

MO00 64131 OK00 71222 10030 0400 03800 SMITH-BATTSONXX 103777444

(2) International:

A B C D E F G H I J K L

S GSAA GI POV RXPG8TY43 Q794-P912666XXX 19991012 PP123456 G 19990601 19990724 053

M N O P Q R S T U

MO00 64131 490J XXXXX 00000 0000 03800 SMITH-BATTSONXX 103777444

9–3.2.2.3. State Codes (CONUS) for Use
in Shipment

State Code

Alabama ...................................... AL00
Alaska ......................................... See Table

Below.
Arizona ........................................ AZ00
Arkansas ..................................... AR00
California ..................................... CA00
Colorado ..................................... CO00
Connecticut ................................. CT00
Delaware ..................................... DE00
District of Columbia .................... DC00
Florida ......................................... FL00
Georgia ....................................... GA00
Idaho ........................................... ID00
Illinois .......................................... IL00
Indiana ........................................ IN00
Iowa ............................................ IA00
Kansas ........................................ KS00
Kentucky ..................................... KY00
Louisiana .................................... LA00
Maine .......................................... ME00
Maryland ..................................... MD00
Massachusetts ............................ MA00
Michigan ..................................... MI00
Minnesota ................................... MN00
Mississippi .................................. MS00
Missouri ...................................... MO00
Montana ...................................... MT00
Nebraska .................................... NE00
Nevada ....................................... NV00
New Hampshire .......................... NH00
New Jersey ................................. NJ00
New Mexico ................................ NM00
New York .................................... NY00
North Carolina ............................ NC00
North Dakota .............................. ND00
Ohio ............................................ OH00
Oklahoma ................................... OK00

State Code

Oregon ........................................ OR00
Pennsylvania .............................. PA00
Rhode Island .............................. RI00
South Carolina ............................ SC00
South Dakota .............................. SD00
Tennessee .................................. TN00
Texas .......................................... TX00
Utah ............................................ UT00
Vermont ...................................... VT00
Virginia ........................................ VA00
Washington ................................. WA00
West Virginia .............................. WV00
Wisconsin ................................... WI00
Wyoming ..................................... WY00

Alaskan Points Code

Anchorage .................................. AN00
Cordova ...................................... CV00
Fairbanks .................................... FB00
Juneau ........................................ JN00
Ketchican .................................... KN00
Kodiak ......................................... KD00
Petersburb .................................. PB00
Sitka ............................................ SA00
Wrangell ...................................... WG00

Note: See the International table for the
code for the Hawaiian Islands, Puerto Rico,
Guam and Virgin Islands.

9–3.2.2.4. Canadian Provincial Codes for
use in Shipment Origin/Destination

Province Code

Alberta ........................................ AB00
British Columbia ......................... BC00
Labrador ..................................... LB00
Manitoba ..................................... MB00

Province Code

New Brunswick ........................... NB00
Newfoundland ............................. NF00
Northwest Territories .................. NT00
Nova Scotia ................................ NS00
Ontario ........................................ ON00
Prince Edward Island ................. PE00
Quebec ....................................... PQ00
Saskatchewan ............................ SK00
Yukon .......................................... YT00

9–3.2.2.5. Country Codes for use in
Shipment Origin/Destination

ALBANIA ......................................... 120A
ALGERIA ......................................... 1250
AMERICAN SAMOA ....................... 060A
ANGOLA ......................................... 1410
ANTIGUA ........................................ 1490
ARGENTINA ................................... 150A
AUSTRAILIA ................................... 160A
AUSTRIA ......................................... 1650
AZORES ......................................... 735A
BAHAMAS ....................................... 1800
BAHRAIN ........................................ 1810
BANGLADESH ................................ 1820
BARBADOS .................................... 1840
BELGIUM ........................................ 1900
BELIZE ............................................ 2270
BERMUDA ...................................... 1950
BOLIVIA .......................................... 2050
BOTSWANA .................................... 2100
BRAZIL ............................................ 220A
BRUNEI ........................................... 2320
BULGARIA ...................................... 2450
BURKINA FASO ............................. 9270
BURMA ........................................... 2500
BURUNDI ........................................ 2520
CAMBODIA ..................................... 2550
CAMEROON ................................... 2570

VerDate 11<MAY>2000 00:31 Dec 21, 2001 Jkt 197001 PO 00000 Frm 00047 Fmt 4701 Sfmt 4703 E:\FR\FM\21DEN2.SGM pfrm04 PsN: 21DEN2



66070 Federal Register / Vol. 66, No. 246 / Friday, December 21, 2001 / Notices

CANARY ISLANDS ......................... 830C
CAYMEN ISLANDS ........................ 2680
CENTRAL AFRICAN REPUBLIC ... 2690
CHAD .............................................. 2730
CHILE .............................................. 2750
CHINA ............................................. 2800
COLOMBIA ..................................... 2850
COSTA RICA .................................. 2950
CROATIA ........................................ 4400
CUBA .............................................. 3000
CYPRUS ......................................... 3050
CZECHOSLOVAKIA ....................... 3100
DENMARK ...................................... 3150
DJIBOUTI ........................................ 3170
DOMINICAN REPUBLIC ................ 3200
ECUADOR ...................................... 3250
EGYPT ............................................ 9220
EL SALVADOR ............................... 3300
ENGLAND ....................................... 925E
ETHIOPIA ....................................... 3350
FIJI .................................................. 3380
FINLAND ......................................... 3400
FRANCE ......................................... 3500
GABON ........................................... 3880
GERMANY ...................................... 3940
GHANA ........................................... 3960
GREECE ......................................... 4000
GUADELOUPE ............................... 4070
GUAM ............................................. 170G
GUATEMALA .................................. 4150
GUINEA .......................................... 4170
GUYANA ......................................... 4180
HAITI ............................................... 4200
HAWAIIAN ISLANDS OF HAWAII,

KAUAI, MAUI, OAHU.
210H

HONDURAS .................................... 4300
HONG KONG .................................. 4350
HUNGARY ...................................... 4450
ICELAND ......................................... 4500
INDIA ............................................... 4550
INDONESIA .................................... 4580
IRELAND ......................................... 4700
ISRAEL ........................................... 4750
ITALY .............................................. 4800
IVORY COAST ............................... 4850
JAMAICA ......................................... 4870
JAPAN ............................................. 490J
JORDAN ......................................... 5000

KAZAKHSTAN ................................ 5250
KENYA ............................................ 5050
KOREA (SOUTH) ........................... 5150
KUWAIT .......................................... 5200
LAOS ............................................... 5300
LEBANON ....................................... 5400
LITHUANIA ..................................... 5420
LUXEMBOURG ............................... 5700
MADAGASCAR ............................... 5750
MALAWI .......................................... 5770
MALAYSIA ...................................... 5800
MALI ................................................ 5850
MALTA ............................................ 5900
MARINAS ISLAND .......................... 591M
MAURITANIA .................................. 5920
MAURITIUS .................................... 5930
MEXICO .......................................... 5950
MICRONESIA ................................. 0630
MONACO ........................................ 6070
MOROCCO ..................................... 6100
MOZAMBIQUE ................................ 6150
NAMIBIA ......................................... 8210
NEPAL ............................................ 6250
NETHERLANDS ............................. 6300
NETHERLANDS ANTILLES ........... 6400
NEW ZEALAND .............................. 6600
NICARAGUA ................................... 6650
NIGERIA ......................................... 6700
NORTHERN IRELAND ................... 925I
NORTHERN MARIANA ISLANDS .. 0690
NORWAY ........................................ 6850
OKINAWA ....................................... 490K
OMAN ............................................. 6160
PAKISTAN ...................................... 7000
PANAMA ......................................... 7100
PAPUA NEW GUINEA ................... 7120
PARAGUAY .................................... 7150
PERU .............................................. 7200
PHILIPPINES .................................. 7250
POLAND ......................................... 7300
PORTUGAL .................................... 7350
PUERTO RICO ............................... 180P
QATAR ............................................ 7470
ROMANIA ....................................... 7550
RUSSIA ........................................... 8250
SAIPAN ........................................... 069S
SAUDI ARABIA ............................... 7850
SCOTLAND ..................................... 925S

SENEGAL ....................................... 7870
SIERRA LEONE ............................. 7900
SINGAPORE ................................... 7950
SLOVENIA ...................................... 7890
SOLOMON ISLANDS ..................... 789S
SOUTH AFRICA ............................. 8010
SPAIN ............................................. 8300
SRI LANKA ..................................... 2720
SUDAN ............................................ 8350
SURINAME ..................................... 8400
SWEDEN ........................................ 8500
SWITZERLAND .............................. 8550
SYRIA ............................................. 8580
TAHITI ............................................. 350T
TAIWAN .......................................... 2810
TANZANIA ...................................... 8650
THAILAND ...................................... 8750
TRINIDAD ....................................... 205T
TUNISIA .......................................... 8900
TURKEY .......................................... 9050
UGANDA ......................................... 9100
UKRAINE ........................................ 9280
UNITED ARAB EMIRATE ............... 8880
URUGUAY ...................................... 9300
VENEZUELA ................................... 9400
VIETNAM ........................................ 9450
VIRGIN ISLANDS OF ST. THOM-

AS & ST. CROIX.
190V

VIRGIN ISLANDS OF ST. JOHN ... 200V
WESTERN SAMOA ........................ 9630
YEMEN ........................................... 9650
YUGOSLAVIA ................................. 9700
ZAIRE .............................................. 2910
ZAMBIA ........................................... 9900
ZIMBABWE ..................................... 8180

9–3.2.2.6. Claim Settlement Spreadsheet
Format

Entry format is text entry (i.e. left
aligned). Fields marked with an asterisk
(*) are numeric and must, if necessary,
be zero filled from the left (i.e., 00250
for 250) depending on the field size.
Line 2 and each line thereafter will
identify individual claim records.

Field Required posi-
tions

Record posi-
tion(s) Contents

Record ID .......................... 1 1 Must be C.
Field Delimiter ................... 1 2 Comma.
SCAC ................................ 4 3–6 Four (4) digit Standard Carrier Alpha Code. Identify the SCAC for the carrier the

GBL was issued to.
Field Delimiter ................... 1 7 Comma.
Type of Transportation ...... 2 8–9 Enter GD for General Domestic, GI for General International, DD for Direct Do-

mestic Move Management, DI for Direct International, BD for Broker Domestic
Move Management, or BI for Broker International.

Field Delimiter ................... 1 10 Comma.
Type of Move .................... 3 11–13 If multiple elements were moved using one GBL, each element must have an in-

dividual shipment record; if the GBL was used for household goods, put in
HHG; for Automobile, enter POV; and for Unaccompanied Air Baggage, enter
UAB.

** If multiple elements were moved using one GBL, each element must have an
individual shipment record.

Field Delimiter ................... 1 14 Comma.
Federal Agency Identifica-

tion Code.
9 15–23 Agency’s 9 digit User ID code used to access ITMS. This User ID can be ob-

tained directly from the using agency or from the ITMS system itself. If unable
to obtain the proper User ID, please contact the PMO. Records with this field
blank, X or zero-filled will not be accepted.

Field Delimiter ................... 1 24 Comma.
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Field Required posi-
tions

Record posi-
tion(s) Contents

Carrier Reference Number 15 25–39 Carrier reference number used when the shipment was booked by the carrier.
Start the reference number with position 25. If reference number does not con-
sist of 15 numbers, place X’s after number to fill out the 15 positions. Exam-
ple: Reference number 135895 would appear as 135895XXXXXXXXX.
Records with this field blank, X or zero filled will not be accepted.

Field Delimiter ................... 1 40 Comma.
BL Number ........................ 8 41–48 Bill of Lading Number. Use GBL number OR commercial bill of lading (CBL)

number that was used to handle the shipment. If CBL number is less then 8
characters, place X’s after the number to fill in field. Records with this field
blank or zero filled will not be accepted.

Field Delimiter ................... 1 49 Comma.
Type of GBL ...................... 1 50 Input V if Virtual GBL was used. Input G if standard GBL was used.
Field Delimiter ................... 1 51 Comma.
Date Claim Received ........ 8 52–59 YYYYMMDD (19990315 = March 15, 1999).
Field Delimiter ................... 1 60 Comma.
Date Claim Settled ............ 8 61–68 YYYYMMDD (see claim received date).
Field Delimiter ................... 1 69 Comma.
Days to settle .................... 3 70–72 Number of days, excluding day of receipt, but including the settlement date. Ex-

ample: 010 = 10 Days
Field Delimiter ................... 1 73 Comma.
Amount Claimed ............... 6 74–79 Whole dollars only Example: 000500 = $500.00.
Field Delimiter ................... 1 80 Comma.
Amount Settled ................. 6 81–86 Whole dollars only. Example: 000250 = $250.00.
Field Delimiter ................... 1 87 Comma.
Settlement Delay Codes ... 30 88–117 If days to settle exceeds 60, use the codes specified below in the Delay Code

Specification. If codes are used, place them starting in position 81. Once all
codes are loaded, place X’s to fill out the 30 positions. Example:

C99C11C12XXXXXXXXXXXXXXXXXXXXX
If no codes are used X fill the 30 positions.

Field Delimiter ................... 1 118 Comma.
Employee’s Last Name ..... 15 119–133 Last name of the employee listed on the GBL in all CAPS. If the employee’s

name does not consist of 15 letters, place X’s after the name to fill out the 15
positions. Example: The name of Jones would appear as
JONESXXXXXXXXXX. Records with this field blank, X or zero filled will not be
accepted.

Field Delimiter ................... 1 134 Comma.
Participants Tax ID Num-

ber.
9 135–143 Participant TIN.

Example:

Columns

Columns

A B C D E F G H I J K L

C GSAA GI POV RXPG8TY43 Q794–
P912666XXX

PP123456 G 19990601 19990622 021 002300

M N O P

001600 Z99C12P13XXXXXXXXXXXXXXXXXXXXX ................................................... O’TOOLEXXXXXXXX ......................... 123456722

9–3.2.2.7. Claim Settlement Delay Code
Specifications [old D9–7]

Codes beginning with a ‘‘C’’ apply
specifically to reasons for a late
settlement because of a Participant’s act
or omission; codes beginning with a ‘‘P’’
apply specifically to reasons for a late
settlement because of a property
owner’s act or omission. Codes ‘‘C99,’’
‘‘P99,’’ and ‘‘Z99’’ are used to indicate
a group of reasons for a late settlement;
see below for additional information.
Except as otherwise specified, the Delay
Codes must begin in position 81.

9–3.2.2.7.1. Delay Code C99

Indicates that because of a
combination of Participant failures, as
indicated by the following Participant
codes, settlement was delayed past 60
days. If this code is used, it must begin
in position 81 with the specific codes
following it, e.g., C99C12C13. Do not
use for an ‘other’ or ‘unknown’
indication. Do not use by itself or with
only one other code (Example: C99 or
C99C12).

9–3.2.2.7.2. Delay Code C11

Participant Failure: Indicates that the
Participant through administrative error
failed to make a settlement offer within
60 days.

9–3.2.2.7.3. Delay Code C12

Adjuster Failure: Indicates that the
adjuster hired by the Participant failed
to complete review and settlement
action within 60 days or to provide the
Participant with its report so that the
Participant could complete settlement
within 60 days. If the adjuster’s failure
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was based on inability to meet with the
property owner, use Delay Code P12.

9–3.2.2.7.4. Delay Code C13
Repair Estimates: Indicates that the

Participant failed to obtain estimates of
repair in sufficient time to make a
settlement offer within 60 days (see
DTOS Paragraph 10–2 for the
requirement that the Participant obtain
repair estimates). If the failure to obtain
timely repair estimates was based on the
inability of the repair firm to meet with
the property owner, use Delay Code
P13.

9–3.2.2.7.5. Delay Code C14
RESERVED.

9–3.2.2.7.6. Delay Code C15
RESERVED.

9–3.2.2.8. Property Owner Codes [Old
D9–7]

9–3.2.2.8.1. Delay Code P99
Indicates that because of a

combination of property owner failures,
as indicated by the following property
owner codes, settlement was delayed
past 60 days. If this code is used, it must
begin in position 81 with the specific
codes following it, e.g., P99P12P14. Do
not use for an ‘other’ or ‘unknown’
indication. Do not use by itself or with
only one other code (Example: P99 or
P99P12).

9–3.2.2.8.2. Delay Code P11
Insufficient information: Indicates

that the information on or submitted
with the claim was insufficient for the
Participant to make a settlement and
that despite the Participant’s timely
request for such information, the
information was not returned to the
Participant in sufficient time for allow

for settlement within 60 days. Such
information includes additional
descriptions of the property or copies of
purchase receipts; it does not include
estimates of repair (see Delay Codes C13
and P13), high value article appraisals
(see Delay Code P14).

9–3.2.2.8.3. Delay Code P12

Adjuster Failure: Indicates that the
property owner was unable to meet with
the Participant’s adjuster in sufficient
time for the adjuster to complete review
and settlement action within 60 days or
to provide the Participant with its report
so that the Participant could complete
settlement within 60 days.

9–3.2.2.8.4. Delay Code P13

Repair Estimates: Indicates that the
property owner was unable to meet with
the Participant’s repair firm in sufficient
time for the firm to complete review and
settlement action within 60 days or to
provide the Participant with its report
so that the Participant could complete
settlement within 60 days. This code
may also be used to indicate that the
employee declined use of the
Participant’s repair firm, but failed to
provide the Participant with repair
estimates in sufficient time for the
Participant to complete settlement
within 60 days.

9–3.2.2.8.5. Delay Code P14

Appraisals: Indicates that despite a
timely request from the Participant, the
property owner failed to provide the
Participant high value article appraisals
when such appraisals are warranted by
the nature of the property (such as
antiques or art objects) in sufficient time
for the Participant to complete
settlement within 60 days.

9–3.2.2.8.6. Delay Code P15

RESERVED.

9–3.2.2.9. Combination Code. [old D9–7]

9–3.2.2.9.1. Delay Code Z99

Indicates that because of a
combination of Participant and property
owner failures, settlement was delayed
past 60 days. If this code is used, it must
begin in position 81 with the specific
codes following it, e.g., Z99C12P14. Do
not use for an ‘other’ or ‘unknown’
indication. Do not use by itself or with
codes for only one other type (Example:
Z99 or Z99C12).

9–3.3. Claim Settlement and Shipment
Report Submission Requirements

9–3.3.1. Electronic Submission. [old
D9–8]

Reports must be submitted
electronically by Internet FTP. Hard
copy (paper) reports will not be
accepted. Submissions received from
Participants or filing services not
conforming to the report submission
specifications will be rejected.

9–3.3.2. File Naming Convention

Implementation of the Interagency
Transportation Management System
(ITMS) has created the need for the
development of a File Naming
Convention. This File Naming
Convention applies to quarterly
shipment and claim reports submitted
to the PMO. The File Naming
Convention identified below must be
adhered to. Failure to do so will result
in an incomplete status of shipment
and/or claim report submission. File
names must be eight (8) characters, and
the file extension will reflect the record
type (Shipment/Claim).

Field Required posi-
tions

Record posi-
tion(s) Contents

Carrier Code. .................... 4 1–4 Four (4) digit Standard Carrier Alpha Code
Year ................................... 1 5 Last digit of calendar year (1999 would be 9).
Quarter .............................. 1 6 Calendar quarter, e.g., 1=Jan–Mar, 2=Apr–Jun, 3=Jul–Sep, 4=Oct–Dec.
File Type ........................... 1 7 Designates the type of transportation the file contains. General Domestic = A,

General International = B, Direct Move Management Domestic = C, Direct
Move Management International = D, Broker Move Management Domestic =
E, Broker Move Management International = F.

Report Type ...................... 1 8 Report Submission Number (i.e. first submission of original quarterly report =1;
corrected error report submission=2).

File Extension ................... 3 9–11 Shipments: Original submission must be .SHP; the correction report submitted
requires an .ERS extension.

Claims: Original submission must be .CLM; the correction report submitted re-
quires an .ERC extension.

VerDate 11<MAY>2000 00:31 Dec 21, 2001 Jkt 197001 PO 00000 Frm 00050 Fmt 4701 Sfmt 4703 E:\FR\FM\21DEN2.SGM pfrm04 PsN: 21DEN2


